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Foreword
I  have obtained a Bachelor's degree/higher diploma, BS Degree In Business Computer / Accounting from the Beirut University College in 1988, after which I commenced a diversified experience in Management starting in Beirut, then in Cairo Egypt, and  finally settling in Abu Dhabi, UAE and Qatar
My experience, started in the field of Business Machines and Office Tools with Najjar Continental(Lebanon) as the Chief Accountant in 1988  (four years) , then I moved to Management Planning with a Cotton Manufacturing  Company in Egypt (a Bin Laden Group Company, around five years). Afterwards I accepted a job offer from Mid East Data Systems(Abu Dhabi, UAE) with a variety of responsibilities, including Logistics, Contract Management, Human Resources and other Operations Management functions (13 years) , and then I moved to  OGER Abu Dhabi ( Main Contracting / Design Engineering company ) under the position Office Administration Manager with big responsibility of handling Office legal License , Quota for employment visa , building permit , Municipality requirements for site set up , for Labor camp set up and catering  ,housing , project operation and coordination , and cost control , HR coordination  and transportation and site equipments logistics and issuing contracts to subcontractors and vendors building materials and services  . After that I have moved to SIX CONSTRUCT – BESIX and still till date  
Currently, I am seeking a challenging position that meets my qualification and long experience in Management (more than 26 years). 

Having a diversified and extensive Management experience, along with a career in dealing with customers and employees of various kinds, with a developed communication (verbal/written skills, interpersonal skills, communication skills, and problem-solving skills) I believe I could advance Projects and contribute positively to the development of your Company.
From my previous experiences, I have been trained to:

· Learn quickly, 
· Familiarize myself with the working environment, 
· Work in a fast pace environment that places a high emphasis on teamwork, 
· Develop the much needed management skills that are needed for any organization.  

Please find enclosed my resume for your reference.

Looking forward to hearing from you.

NB:  UAE RESIDENCY VISA TRANSFERABLE 

	
	

	Nationality:
	Lebanese

	Birthdate:
	13 May 1964

	Gender:
	Male

	Marital Status:
	Married

	Number of Dependants:
	2

	Position Sought:
	Administration / Office Manager  / Operations Manager / Project Management


Professional Experience
May 2014 – Sept 2015
Company Name                              BESIX – SIX CONSTRUCT – QATAR HEAD OFFICE – QHO

Position title                                    Deputy Administration Manager

1. Work description control of :
a. Personnel Services Expat and LSS
b. PRO section

c. General Services 

d. Labour Camp

2. Administrative tasks

a. Mob , Demob , Transfer

b. Manpower :

i. Requests

ii. Recruitments Update ( local and international ( India , Bangladesh )

iii. Offer letters , EC’s 

iv.  Medical Insurance coordination

c. Housing Welfare section ( accommodation search , selection , proposal , inventory furniture , maintenance , forecast and cost report 
d. Payroll preparation , MOL , settlement  , salary certificates, bank coordination , supervision of HR data base , 
e. Document control , maintain personnel files , vehicles records , stationary , passports renewal and MOL
f. Travel & daily  Transport arrangements , drivers schedule  , tickets , Hotel booking  , camp routine activity monitoring 

3. Visa Section 
a. PRO’s schedule coordination
b. Visa application , visa transfers , cancellation , renewals , driving license 
c. Visa Quotas , cost reporting visas 
August 2012 – May 21, 2014
Company Name BESIX – SIX CONSTRUCT – UAE

                                                          CLEVELAND CLINIC PROJECT SITE + HEAD OFFICE 

Position title                                    Senior Site Administration & Project Coordination HR support

Authorities’ tasks
4. Work description
a. Local authorities

b. Pre-Handing Over

c. Handing Over

d. Dispute/Court cases

5. Administrative tasks

a. Timekeeping from A to Z (critical issue: corrections and rates!)

b. Manpower :

i. Requests

ii. Regularizations

iii. Summaries

iv.  Follow up with partners and third parties

c. Payroll: partners, manpower suppliers, consultants

d. Consumables

e. Events and special visits

6. Tasks related to site activities:

a. Logistics (transport, invoicing, relocating)

b. Site installation

c. Security (reporting system, follow up with suppliers (SKM, G4S...)

d. Camp, mess hall, rest areas

e. Coordination with S/Cs

7. HR tasks

a. Link between CCA team and the partners

b. Direct Recruitments (CVs, contracts, visa process, payroll, transport)

c. Lodging: hotel, temporary and permanent accommodation

d. Travel arrangements (consultants, business trips)

e. Special agreements with consultants and third parties (JAP, ICS...)
	January 2007 – July 2012
Company Name 

Work description
	OGER ABU DHABI – UAE-  Jan 2007 - Dec 2009
OGER INTERNATIONAL AUH  - Jan  2010 - 2012
Site Service Administration Manager
At OGER ABU DHABI I have worked 2 years in AL AIN, UAE for the UAE UNIVERSITY PROJECT site  ( Project value 1.5 billion Dirham approx. 500 million US$ ) and 1 year for ABU DHABI FINANCIAL CITY ADFC site ( a Project value of 6 Billions Dirham –approx 2 billion US$ )

My duties includes:
Based at Head Office with responsibilities of Administration &Finance Main tasks:

· Administrative,  in charge of ensuring that the management's strategic direction, purchasing and contracts policies decisions are implemented and that the information technology services are provided to support the Company in performing its operational and support functions.
· Objective Setting and Planning - Prepares proposals for policies and procedures for the Administration Department, assists in creating and implementing a value-added Administration strategy in line with the Division needs, follows up the changes and improvements in the Government laws ,municipality  regulations and instructions,  and visa residency process , …

· People Management - Provides coaching/mentoring to subordinates in the division, schedules and conducts periodic staff meetings, develops a positive work environment and encourages teamwork, serves as a professional role model and mentor to staff. . The nature of this position involves high level contacts and exposure to sensitive and confidential information necessitating considerable use of tact, diplomacy, discretion and judgment. 
· Budgetary Responsibility and finance - Prepares the annual budget in terms of requirements and office equipment, and staff demobilization
· Managing the daily administrative functions of the Office and keep GM informed and focused on priority issues. 

· Handling requests for information, and prioritizing all incoming requests. 
• As well as responding to requests directly in the absence of the GM
•Representing the GM’s office with a wide range of high profile, government, corporate and media contacts.


•ARRANGING special events as required..
- Controlling expenses , cost and prepare of accounting and financials 

- reconciliation of accounts and maintain of subcontractors records and in charge of cash flow of payments 

	Jan. 1996 – Jan. 2007
Company Name:
	MiDEast Data Systems ( HP, Microsoft, Xerox, SUN, Legato, Adic)

	Position in Company:
	Operations And Logistics Manager

	Company Address:
	Abu Dhabi, UAE.

	Work Description:
	Main Functions but not limited to : 
PURCHASING RESPONSABILITIES : 
- Manage the Purchasing, Contracting, General Administration, Facilities Maintenance, Travel and Hospitality functions and ensure the proper implementation of the related policies and procedures with overall development and implementation of the Contracts and Purchasing Department : 
• Visit vendor and conduct supplier surveys. 
CONTRACTS RESPONSABILITIES : 
- Develop company standardized Agreement / Contract templates in consultation with a Legal Advisor 
- Assist Project Managers in preparing contractual correspondence regarding claims, disputes, etc
- Participate in project (with Project Managers) and practice (with Directors / Finance & Administration) risk management assessments 
- Review and advise on Professional Indemnity Insurance, Bank Guarantees and Design Warranties 
- Develop and manage appropriate mechanisms to monitor compliance with contract terms and conditions. 
-- Manage monthly invoicing procedures. 
HUMAN RESOURCES: 
Total handling: Manpower Planning, Manpower Budgeting, Recruitment, Training and Development, Organization Development, Conducting Performance Appraisals, Designing Succession 
• Managed and planned all of the Human Resources and Personnel systems and procedures. 
• My work has taught me how to be possessing high competencies in the following areas: 
- Compensation and Reward 
- Human Resource Policies and Procedures. 
• Represent the organization at Committees, meetings, conferences and other related events.

	
	

	Feb 1993 – Dec 1997
	

	Company Name:
	BAHIA COTTON MADE INTERNATIONAL COMPANY ( Bin Laden Group Saudi Arabia )

	Position in Company:

Company Address:
	Planning Manager

Egypt, Cairo, Egypt

	Work Description:
	Industrial Factory Plant : 
Total quality management, Improving productivity through cost reduction, simplification of work processes and procedures, performance measurement, through benchmarking and the Balance scorecard, identify the typical wastes on organization's profits and customer satisfaction, the use of Primavera software for strategic planning and reaching goals

	
	

	
	

	Oct. 1988 - July 1992
Company Name:

Position in Company:
	Najjar Continental, Lebanon ( TOSHIBA equipments )
Chief Accountant

	Company Address:
	Beirut, Lebanon.

	Work Description:
	Responsibility : 
Booking Daily accounts transactions, bank reconciliation, cash flow, stock control, maintenance contract, collection, reporting, analysis ( stock aging, replenishing stock, reorder level, ) LC opening with banks versus suppliers ( Main Supplier Toshiba Corporation ) creating Trial Balance draft


Education

	Institution:
	Beirut University College ( BUC )

	Location:
	Beirut, Lebanon

	Completion Date:
	July 1988

	Degree, Major:
	Bachelor's degree/higher diploma, BS Degree In Business Computer / accounting

	Description:
	BS / BA in Business Computers with accounting Major


Career Level

	Career Level:
	Management (Manager/Director of Staff)

	Notice Period:
	Immediate 


Skills

	
	Skill
	Skill Level
	Years of Experience
	

	
	use of Microsoft tools, use of Planing tool Primavera, LC expert and Bank guarantees
	Expert
	More than 10 years
	


Languages

	
	Language
	Skill Level
	Years of Experience
	

	
	Arabic
	Expert
	More than 10 years
	

	
	English
	Expert
	More than 10 years
	

	
	French
	Expert
	More than 10 years
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