CURRICULAM VITAE
MOHAMED 
Summary
	Highly knowledgeable and result-oriented Human Resource Professional with a record of achievement in facilitating the effective management of overall business operations. Planned and implemented strategies that fuelled an organization characterized by high-performing individuals. Proven competencies in all facets of human resource programs and objectives including policy planning, development, implementation and management. Unique ability for cultivating relationships with individuals at all professional levels to achieve consistency and attainment of target. Recognized as resource person, problem solver and a creative leader. More than 11 Years of Generalist HR experience in big companies including multinationals with staff over 1500. Manage the efficient Administration system, meet the organization’s legal al obligations. Work in Administration and planning as required, Establishment good relationship among employees, resolving their quires and follow up with them to ensure maximum employee satisfaction by achieving delivery and quality norms.


PRACTICAL EXPERIENCE IN U.A.E.:-
Organisation

: Al Ashram Contracting L.L.C. – Dubai

Duration

:  From July 2007 --- Till date

Designation

: HR Manager Assistant
Major Accountabilities:
· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews
· Making innovative cost effective schemes for recruitment and retention of employees, etc.
· Devising & effectuating personnel policies & procedures as per the legal requirements of UAE.

· Development of human resources policies, and to ensure compliance and contribute to the development of human resources for the company's policies.

· Human Resource Development team, to ensure the provision of technical and human resources of the organization service. A team of staff management. Responsible for guidance, direction and development.
· Provide effective support in the selection and recruitment agencies which meet record companies. Ensure corporate branding and recruitment sites and Web ads.

· The preparation of information and input on salary budgets. Ensure compliance with the approved budget salary; give focus on pay for performance and salary scales where available. Ensure compliance with corporate guideline amendments to salaries and promotions. Bonuses and promotions for all employees format.

· Facilitate / support the development of the team members

· All staff and management of subsidy programs in collaboration with the Ministry of Finance and Administration.

· Provide advice and assistance to the staff at all levels and in accordance with company policies and procedures as well as the relevant legislation.

· Supervision of the central human resources management: -

· Approve the organizational charts updated on a monthly basis and maintain full / min personnel records.

· Coordinate the design, implementation and management of policies and activities to ensure the availability and effective utilization of human resources for meeting the goals of the company's human resources.

· Responsible for the human resources function for the company.

· Cellular guidance and direction - to provide support to managers in the case of disciplinary cases.
· Leading the Department of Human Resources team.

· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Advertising Jobs, Screening CV’s, and Arranging Interviews.

· Interpreting and advising on employment law.

· Arranging and reviewing Job Analysis, Job Descriptions and Human Specifications.

· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Dealing and liaising with all Government departments to get NOC’s to start new project.
· Company leases (labour camps, manager’s accommodation).
· Responsible for taking care of  the company legal issues

· Well versed with all Government related transactions required for company (Trade License,           Economic development, civil defence, Dubai chambers etc.) Comprehensive electronic transactions for Dubai Municipality site.

· Maintains in-depth knowledge of legal requirements related to day-to-day management of employees, reducing legal risks and ensuring regulatory compliance for the GCC, but specifically UAE. 

· Management of all company correspondence and records.

· Maintaining Attendance Records, Leave, Leave Encashment, LTC and Payroll preparation as well as Personnel files and records.

· Responsible for the company's labours, and movement between the sites, 

· Responsible for the Labour Camp, staff and communicate with them to solve their problems and Man power planning on Daily basis to various projects as per dept. requirements.

Additional information
· Responsible for the Mechanical Department, Department of Transportation, labour camp .
·  Coordination with the Director General and the various managers and function to determine the staffing needs of the company.

· Coordinate staff training and workforce scheduling needs with the Director-General and the Directors and function in line with the needs of staff development and policies of the company.

· The company organizes social events and participates in the Committee on Culture Secretariat.

· Runs monthly meetings with the "Committee of manpower" in the labor camp / sites.

Organisation

: ‘Mahalla al- Kubra’ - Egypt

Duration

:  From Jun 2000 --- May 2007
Designation

:  Lawyer

Major Accountabilities:
· 7+ years experience in law at Legal advice office. 
· In-depth understanding of Common Law and contracts and commercial transactions.

· Ability to achieve results and drive to succeed, communication and presentation skills.

· Legal expertise in constitutional and administrative procedural processes, negotiation and settlement of disputes, acquisition and contracts, procurement integrity and fraud, preparation of legal opinions, correspondence, legislation, and contracts.

· Writing and preparation of all legal contracts.                                           
· Provide advice and opinion on the legal disputes and confirm the restrictive laws, regulations and systems in place.                              
· Develop policies, regulations and strategies in accordance with the guiding principles of the legal                                                               
· Excellent relationship management and communication skills necessary for interaction with the Government, the judicial system and negotiating parties.   
· Review and advise management on legal implications of internal policies and procedures.
ACADEMIC BACKGROUND:-

1995 1999              Bachelor's degree            Law & Legal Sciences    Tanta University – Egypt
COMPUTER SKILLS:-

· Microsoft Office  (Windows – Word -  Excel - PowerPoint – Access – Outlook) Internet Explorer “Browsing & E-Mail Services” 

· Microsoft - ERP system 

· Work through the web sites of government, dealing with wages protection system by the Internet  
OTHER SKILLS:-
· Excellent communication & organization skills.

· -Taken initiative and accepting responsibilities gracefully.

· -Excellent ability of self-correspondence.

· -Ability to work under pressure.

· -Manage, motivate and counsel highly skilled employees.

· -Decision making at strategic and operational levels.

· -Dealing with all kinds of people.
ACHIVEMENTS:-

· Certificate of training course in the area of security and safety - East Delta Electricity Production / Egypt.

· Certificate Course comprehensive training in the field of security and safety (risk of fire / first aid / risk of falling from above the scaffolding / risk Electricity / drilling risks /  dangers of working underground) Saif Star Office – Dubai.

· Certificate Course Occupational Safety and Health Administration - Mirdif Security and Safety Consultancy Office – Dubai.

· Diploma in Human Resource Management –Hartford Training Academy (USA)

· Diploma in Business Management - Hartford Training Academy (USA)

· Appreciations Certificate from Ministry of Labour, Dubai (Oct-2011)

· Appreciations Certificate from Ministry of Labour, Dubai (July -2012)
· Appreciations Certificate from Ministry of Labour, Dubai (June -2013)

· Career Experience - Arab Contractors for Construction, Construction / Egypt.
· Certificate course in computer software and Internet Appreciation of excellence / Oscar     Cultural Institute – Dubai.

LANGUAGES:-

· Arabic:   Mother Tongue.

· English:   Fluent (Speaking, Reading & Writing).   

PERSONAL DETAILS:-

· Date of Birth

:
13-Oct.-1976

· Gender

            :
 Male

· Civil Status

:
Married

· Nationality

:
            Egypt

Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Page 4 of 4

