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Results-driven HR and Administration expert implementing major HR programs and initiatives and performing day-to-day duties for diverse industries including Construction, Hospitality, Retail, and Mobile Technologies. Effective communication skills in handling wide range of projects and employees with a broad educational, experience, and cultural background. Proven record in establishing services within creative and well-managed work environment.
Summary:

· Demonstrated expertise in developing working structure based on “Cross-Functional” approach.

· Performed various HR duties covering all divisions including Organizational Development, Employee Relations and Recruitment. 

· Analytical thinking skills, including enforcing processes that work toward achieving operational and financial goals.

· Certified Professional in Human Resources (PHR) 

Experience:
May 2014 – Present          5 Screens Media
 Inc.





HR Manager 
Building on my HR, administration, and operations experience, I was provided the opportunity to lead and manage the HR department for 5 Screens Media, a mobile Data technology company. This includes:

· Establish the HR and administration department including policies, processes, hiring, and legal documents

· Coordination with external service providers and vendors to provide cost effective operational solutions for compensation and benefits including Payroll and Health Insurance.
· Hands-on general administration, talent acquisition, project coordination, market and financial study, and overall day-to-day startup related critical duties. 
August 2011 – May 2014   Gama Energy – GE Subsidiary ($1.4B Water Conveyance Project)
HR and Administration Lead




          Amman, Jordan
My work in the largest water conveyance project in Jordan included running the overall day-to-day operation of the HR and Admin department, resulted in support the completion of the project on time while saving considerable costs, and minimizing the overall legal risks.
· Managed the HR and Admin officers at the three company’s locations (Two Field Sites and HQ Office), which led to integrate the department’s programs and initiatives.
· Restructured the employment contracts and implemented the proper legal amendments in order to match the organizational vision; new forms and process were implemented on all new hires’ employment contracts.   
· Provided employees development, coaching, mentoring and team building in a Multi cultural and internationally diverse environment.

· Created a tracking system in which managed and controlled the high active tasks of the administration section such as Business Travels, Vehicles Control, Mobile Lines, Expatriate Accommodation, and Property Management.

· Key leadership in the development of the Layoffs Plan during the completion phase of the project and managed the implementation; this lead to assuring employees rights and alleviating any legal liability and/or any unwanted burdens on the company.
· In collaboration with Operations, supported the development of Job Descriptions and provided amendment recommendations, which were approved by the higher management.
· Implemented and enforced HR and Administration policies, which lead to enhancing the image of the department and facilitated improved internal operations.
April 2010 – August 2011   Saudi Oger – Saraya Aqaba Project ($1.1B Project)
HR and Admin Supervisor 






          Amman, Jordan
· Provided Leadership to the HR and Administration department in a Matrix Structure where I had dual responsibilities working with the Dir. of HR and Admin at the headquarters and the Project Director in the project location.
· Created a culture of collaboration by arranging team-building activities to enhance a positive multi-culture environment.

· Researched, Negotiated, and provided recommendation about contracts related to administration including but not limited to Property Management.

· Performed a high level of flexibility by participating in projects and leading others, in order to reach the overall organizational objectives.

· Leveraging my listening skills, I have facilitated the communication between employees and higher management, solved employees’ work related issues and problems, while taking the role of the employees advocate when appropriate.
· Managed and observed all my section’s operational expenses to make sure that all are reasonable, justified and within the budget.
· Strong command in creating various forms to ease the implementation of the HR and Admin programs and initiatives.
· Enforced existing policies and procedures in addition to creating new ones according to company’s bylaw and the Labor Acts.

· August 2009 – April 2010 

Private Business
Established complete operations process for a new Auto Parts Company.
· March 2008 – August 2009
Kempinski Hotel – Assistant HR Manager
· Established market researched database for employees’ salaries and benefits within the hospitality industry through financial and analytical tools including the consideration of inflation year over year. The outcome of the initiative was approved and adopted by the budgeting committee for the company’s planning and hiring activities. 

· Enhanced the international coordination in related to Kempinski’s worldwide employees relations programs.

· Created a new system for managing staff attendance accuracy, which saved a great amount of time and efforts.

· Elected by the higher management of the hotel to perform as a duty manager twice a month and during special occasions.

· Worked on controlling programs related to employee’s productivity, which led to enhancing the services provided and produced noticeable reduction in cost of services.

· Participated with a leading role in establishing the various job titles’ and job descriptions.

· May 2005 – March 2008   Sheraton Hotel – HR Administrative Officer  
          Amman, Jordan
· Worked on implementing the Sheraton worldwide-integrated HR information system in Sheraton hotel.

· Worked on implementing a group of major Starwood hotels’ programs and projects such as and not limited to employees’ satisfaction surveys and performance appraisals.

· Elected by the executive committee of the hotel as the Supervisor of the month.

· Participated in a group of emergency teams in some sensitive circumstances.
· 2001 – 2005

Brightpoint LLC ( FONO) – Global Nokia Mobile Distributor
Senior Wholesale Executive.






      Dubai, UAE
During my work period, I’ve increased revenue by more than 200% YOY. Monthly wholesale account exceeded $4M. I’ve also increased the number of new wholesale’s accounts by 40%.
Education: 

      

· Bachelor of Science in Accounting


 2001 

ASU
· Professional in Human Resources PHR

2009 
(Recertification is planned within the year end window)
· Recognition Letters:

· Supervisor of the Month 
· Star of the Department
· Award of Excellence for the Best Six Sigma Project – Departmental Trainer 
· Employees Satisfaction Survey – Champion for several consecutive years
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