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Career Objective :

Seeking a career in which I can join a progressive and reputable institution with diversified operations that offers opportunities for development and a challenging position that offers more experience and future potential.



Experience _______________________________________________
From 18 th February -2015 until Present: Humain Resources Senior And Executive Marketing-Master Tires for export and import-Al Baron for Debts Collection- Abudhabi-Dubai
Tasks: 
· Maintains organization staff  by establishing a recruiting, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.
· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· planning, and sometimes delivering, training - including inductions for new staff
· Represents organization at personnel-related hearings and investigations.

· Provides  assistant and Supervises to staffs as needed.
· Communicating with target audiences and managing customer relationships;
· Writing and proofreading copy;
· Liaising with designers and printers;
· Maintaining and updating customer databases
· Supporting the marketing manager and other colleagues.
· Preparing legal documentation as warning Letters. Contracts, Commitment.

· Contributing to, and developing, marketing plans and strategies;
· Managing budgets;
· Creation new brochure for Company and logo for the new Company

· Contacting the creditors and debtors

· Collecting money from clients

· Arrange meeting with owners and managers with my company.
· Organizing and attending events such as conferences, seminars, receptions and exhibitions
· Doing Marketing online

·  Contribute to the strategic planning of an annual or long term marketing plan to drive forward agreed company objectives.

· April-June 2014: Internship Ram Handling Human Resources department

Tasks:

· Interview, test, rank, check references and select candidates and provide Feedback to unsuccessful candidates based on the job's pre-established selection criteria and the organization's recruitment policies.

· Represent the organization at job fairs and other recruitment venues so that potential candidates have an opportunity to learn about the organization and its recruitment activities.

· Conduct employee orientation/induction and introductory training so that new employees are quickly integrated into the organization.

· Manage inventory 

· Load of clothing staffing 

· Classified contracts 

· Follow the integration of recent recruits.

· Developing and maintaining an excellent working relationship with staff and recruitment agencies.

· Exit interview analysis
· January-March 2013: Internship at Royal Air Morocco -Accommodation Service

    Tasks:

· Processing of transit passengers;

· Greeting guests upon arrival, and maintaining a cheerful, courteous disposition and a neat, clean and professional Image
· Establishment of hotel vouchers on the webvoucher and manually;

· Treatment of cash coupons BCB.

· April 2012: Internship end-study Valtronic-Technology-Morocco Berrechid 

  Position: Assistant in Human Resources Management. 

    Tasks: 

· Creating the absence of follow-up for operators; 

· Preparation of training; 

· Establishment of an age pyramid.

· April-May 2011: Internship end-study Royal Air Morocco - Casablanca Mohammed V Airport, within the HUB Mohammed V. 

       Tasks: 

· Verification and control of hotels’ invoices; 

·  Invoice Processing restoration for Atasa company;

· June-August 2010: Worked in temporary contract. Atlas Multiservices, a subsidiary of Royal Air Morocco Casablanca Mohammed V Airport. 

             Position: Escal agent

             Tasks: 

· Check-in and Boarding.

· Maintaining a cheerful, courteous disposition and a neat, clean and professional Image

· Presenting a positive first impression of RAM’s friendliness, excellent service And high Standards



· Excellent communication skills.

Sense of prioritizing tasks

Labor law awareness

Company rules and regulations acknowledgement

Time management skills.
· A fast-learner and well presentable.
· High ability to work under pressure.
· Excellent skills in event organizing.

Customer Mania Attitude

Initiative – self motivated

Listening Skills

Creative Thinking

Teamwork Spirit

Computer Skills

Presentation skills


Arabic: Mother language.

English: Excellent
French: Fluent
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EDUCATION_____________________________________________








2012-2014: Hassan first University, Masters course in « Strategic Management of Human Resources » waiting for my certificate in December 2015.





2012June: Hassan II University, School Normal Superieure of Technical Education- Mohammedia; Professional Degree « Assistant in Human Resources Management ». 


    


2011June: Hassan  first University; School of Technology - Berrechid.


       University Diploma of Technology, option Human Resources Management


                                        


2009-2010 : Moroccan  Professional Technical institute Computer Electronics : certificate in computer development


        Attestation for 6 month in IT development.


2008-2009: Hassan  first University, option: science economy.


2008 June: High secondary school Experimental Sciences, option life sciences and earth.    


	











From 27th August-2014 to 31-January2015: Executive secretary AL shrooq health services center- Al Ain


Tasks: 


Registration, updating and renewal of patient’s details in the Medical Software.


Direct the First Nations Members and the general public to the appropriate staff member


Communicate with patient’s relative.


Translate English to Arabic and vice versa.


Greet, assist and/or direct customers, visitors and employees.


Maintain an adequate inventory of office supplies.


Assist the Director and other staff as requested.


Monitor the use of supplies and equipment.


Supervise the repair and maintenance of office equipment.


Receive, direct and relay telephone messages and fax messages.


Answer the incoming calls and handle caller’s inquiries whenever possible.


Re-direct calls as appropriate and take adequate messages when required.


Scan the office documents.


Pick up and deliver the mail to the concerned person.


Check & send emails to concerned person.








	








Technical Skills______________________________________________





Excellent in using Microsoft Office: Word, Excel, Power Point.


Software for Data base Management: Access.


Computer and Internet literate


System Altea


Application WEBVOUCHER 


Software: SHADE














Personal skills______________________________________________





Langages_________________________________________________





Interests______________________________________________________________________





Music : classic 


Sport : volleyball, basketball 


Movies 


Cooking: Moroccan; Italian; French

















Quality______________________________________________________________________





Initiative, dynamic, ambitious and serious.










