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ADMINISTRATION PROFESSIONAL

Talented productive and result oriented Administration Professional with over 17 years of working experience as an Administrator / Public Relation officer in well reputed organization in Oman and U.A.E  Able to work independently or in a team environment as a leader motivating and influencing positive thinking and behavior of others. Strongly self-motivated, enthusiastic, and committed to professional excellence. Outstanding and dedicated team player with strong analytical and problem solving skills, handle pressure situations, adapt to changing situations, and maximize efficiency.

ACADEMIC QUALIFICATIONS

Higher Secondary School   -  Tabit Bin Kaab School – Sultanate of Oman
Certificate Course in English  - British Training Institute – Sultanate of Oman

Certificate course in Human Resource Management
-ACADEMIC e-learning



   

Certificate course in Insurance Services - ACADEMIC e-learning
COMPUTER PROFICIENCY

· Done computer course from Al Arabi Institute

· Ms- Excel, Ms – Word, 
· Working knowledge in Oracle Software (MOSAIC)
CAREER PROGRESSION

International Commercial House LLC, Muscat, Sultanate of Oman is a limited liability company having 70% shares held by Kuwait Financial Group and 30% shares held by local Omani partner. The company deals in providing Islamic way of AUTO finance and Real estate loans. In addition to financial services the company is dealing in in-house trading for various Auto Brands prevailing in Middle East.

Human Resource Director 


From 10th December 2005 to Till Date


Responsibility
· Handling recruitment process
· Handling employee related issues

· Dealing with ministry for new recruitments

· Handling employee data's

· Maintaining company confidential documents with due care

· Collections follow-ups and filing ROP cases for defaulting customers

· Payroll processing 

· Time keeping 
· Financial authorization signed in banks   

· Authorize the signing of labor contracts in the Ministry of Manpower

Aswar Al – Khadra Trading Co. Al-Suwaiq, Sultanate of Oman is a trading company dealing in hiring heavy equipments and transportation business.
Manager PRO  



From 15th October 2003 to 31st July 2005
Responsibility
· Liaison work with all Ministries related to company administration work
· New employee recruitment process
· Handled social insurance for Omani staffs
· Case filed with ROP for defaulting customers
· Handled marketing for business improvement
· Collection follow ups with customers 
U.A.E Air Force, United Arabian Emirates
Administrator 
 



From October 1995 to July 2003
Responsibility

· Handled all administration work as per UAE Air Force Standards and procedures
PERSONNEL DETAILS

Date of Birth


:
1st January 1978
Marital Status


:
Married

Languages Know

:
Arabic (Native), English

