HASSAN

HASSAN.245464@2freemail.com  
Objectives
	

	A position in the Human Resources field where I can utilize my skills to develop and promote a positive work environment 


	Personal & Contact Information

	
	Marital status: Married.

· Nationality: Jordanian.

· Place & Date of Birth: Jordan (Amman), 16th .March. 1983


	Education

	
	Feb. 2007      Al-Balqa Applied UNIVERSITY                                      Amman, Jordan
                     B.A., Major: Management Information System,                                                                        
Aug. 2002       Abu Bakr Alsiddiq SCHOOL                                       Amman, Jordan

                       High School (Tawjihi)

	Professional experience

	
	July.2014 – Current        

Me Services L. L. C                                                    Abu Dhabi, United Arab Emirates
  Human Resources Administrator
Duties and Responsibilities  :
· Implements HR strategy and Manage day to day HR operations, Complete human resource operational requirements and following up on work results.
· preparing, updating, and recommending human resource policies and procedures.

· Design and develop Job Descriptions, Career Path, and Organization structure . 
· Management the HR Management System (HRMS), maintaining employee records and generate various types of reports.
· Analysing manpower requirements , implementing manpower plans ,conducting and analyzing exit interviews; recommending changes .
· Manage the recruitment and selection process  which includes , posting ,screening , short listing , Interviewing and selecting worthy candidates .
· Design and delivery performance management systems , develops strategies for training and development .
· Analyze the training needs and organize training and development programs and assessing the effectiveness of training programs.
· Deal with grievances and implement disciplinary procedures accordance with UAE Labor Laws, Interpret and advice on employment law, ensure legal compliance by monitoring and implementing applicable human resource requirements.
· Liaising with the Company’s PRO on visa process, Emirates ID and work permit.
· Supervising employee benefits programs, preparing pay budgets and, implementing pay structure revisions.
October.2008 – June 2014        
ARABIAN STEEL PIPES MANUFACTURING CO.LTD               Amman, Jordan
  Human Resources Manager
Duties and Responsibilities  :
· Preparing  monthly salaries and benefits and deductions of social security , health insurance and manage payroll system
· Develop and propose annual plans and budget for the HR department
· Develop and update job descriptions and employee specifications 
· Develop and implement Training and Development plans , Preparing training needs analyses ,Organize staff training sessions, workshops and activities

· Develop and implement performance management systems , Devise KPIs , competency and behavioral indicator, and conducting staff  performance appraisal

· Formulate and administer HR policies and Procedures and Employee Handbook
· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements

· Manage staff recruitment and selection process include posting, screening ,tests, Interviews and orientation for new employee
· Managing and  Updating  the Human resource management system HRMS Software
· Manage employee relations , dealing with grievances ,and Oversee employee services such as health insurance , health and safety programs,  career development, personal problems
· Prepare HR reports including, overtime, turnover, Absence, Staff Development ,headcount and budget variance analysis statistical data and reports to identify and determine causes of personnel problems, and develop recommendations for improvement of organization's personnel policies and practices.
Feb.2007– Feb.2008        

Al Dana Gulf Recruitment Agency                                                    Amman, Jordan 
  Recruitment Specialist
Duties and Responsibilities  :
· Conducting market research and mapping across the GCC countries to identify prospective clients , develop and confirm partnership with new clients
· Contact the clients, introduce  services and solutions, negotiating contracts and closing agreements with clients
· Attracting candidates to the positions ,Building a strong candidates network and managing relationships with candidates
· Posting Job vacancies through  media such as the newspaper, social media, websites

· Receiving and reviewing the applications , matching between application and job description to create a pool of well-qualified closest fit to the client’s needs
· Screening the applications , checking references and Conduct initial telephonic interviews and if necessary, perform face to face interviews
· Preparing a shortlist of candidates to  forward CVs and correspondence to the clients
· Coordinate the interview process for the shortlisted candidates with the client
· Negotiating pay and salary rates and finalizing arrangements between client and candidates
· Follow up the procedures of Visa processing for GCC countries and follow up for the joining date


	TRAINING & CERTIFICATIONS

	
	· Professional Diploma in Human Resource Management- Al Isra University- Amman, Jordan
 100 Hours running over two months  

Program Contents: HR Policies and Procedures, Performance Management, Training and Development, Recruitment and Selection, Compensation and Benefits Management, Job Analysis and Competencies Modeling, Organizational Structure, Employee Relations, HRMS. 
· English language course at British council     Amman, Jordan  
· Trainee at  Arab Banking Corporation  ABC     Amman, Jordan    

From September to December 2006 in Visa Department and Accounting Department.  

	personal development & Skills

	
	· Comprehensive Microsoft Office Applications 
· Self-Motivated, Hardworking, Fast learner And Ambitious.

· Enjoy working with people

· Patient, tactful, diplomatic and approachable

· Have good spoken and written communication skills

· Have good organizing skills and able to develop plans, policies and forecasts

· Have problem solving skills to deal with disputes, grievances and staffing problems
· Attention to detail and accuracy

· Knowledge of the UAE visa processes

· working knowledge of UAE Labor Law

	Languages

	
	Arabic
English

	REFERENCES

	
	Available upon request.
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