Core Competencies:

	· Administration Operations Management
	· Office Procedures & Practice

	· Business Presentations
	· Employee Relations / Recruitment

	· Process Improvement
	· Planning & Organizing

	· Cost Reductions / Profitability improvement
	· Quality Management

	· Executive Office Management
	·  Safety Awareness

	· Confidential Documentation Management
	· Cross-Cultural Work Environments



Professional Experience:

 Employer                       Mechatronics MEP

                  Position                          HR Manager
                  Date of Joining              September, 2015 till date
                  Location                         Dubai, UAE
                  Key Responsibilities
· Developing and maintain a Human resources system that meets top management information needs.
·    Recruiting staff by preparing job descriptions and job adverts; deciding on how best to advertise.
· Shortlisting applicants for interview using a variety of selection technique.

· Planning and conduct new employee orientation to foster positive attitude toward company goals.
· Interpreting and advising on employment legislation; develop and implement policies on a variety of workplace issues e.g. disciplinary procedures, absence management, working conditions, performance management and equal opportunities.
· Administering benefits programs such insurance, vacation, sick leave and leave of absence.

· Producing the MMEP profile; displays the company mission, vision, capabilities, its list of projects..etc.
· Playing the task manager role to create the company website and brochure.

· Preparing all the required documents and representing the organization during the audit to obtain

        ISO 14001:2004 OHSAS 18001:2007 Certifications.
 Employer                       CIM D’équipement “Engineering and solutions for industry”
                  Position                          HR Coordinator &Technical Assistant
                  Date of Joining              December, 2011
                  Date of leaving              May, 2013       
                  Location                         Industrial Zone Mohamedia, Morocco
                 Key Responsibilities
· Support the recruitment/hiring process by greeting candidates, assisting in shortlisting and issuing the offer letters.  
· Provide support for technical staff by reviewing incoming mail and determining an appropriate course of    action.
· Coordinating off-site travel plans and appointments.

· Communicate with employees from all levels of a business and field enquiries from the public on technical issues relating to a product or service.

· Translate technical documents from French to English when it is required.
· Compile technical reports.

· Prepare technical, datasheets and documents under the direction of the project manager and operations manager. 
                  Employer                      ARCO General Contracting (Member of Al Ryum Companies)

                  Position                         HR & Office Manager
                  Date of Joining             April, 2010
                  Date of leaving             May, 2011.           
                  Location                       Dubai, UAE.

                  Key Responsibilities
· First port of contact for staff on HR matters.

· Manage recruitment requirements and liaise with recruitment agencies, negotiating all terms of business etc. 

· Manage staff leave, sick and absence, including management approvals, record keeping and liaising with staff directly on their leave approval/rejection, holiday entitlement balance etc.
· Provide Personal Assistance and secretarial support to General Manager, maintaining discretion and strict confidentiality in particularly sensitive situations.

· Manage busy calendar, scheduling meetings and calls both domestic and international.

· Maintain absolute confidentiality in regards to employees, company information and human resources issues.

· Deal with incoming email and corresponds on behalf of the GM, when required.

· Responsible for organizing, attending meeting and greeting clients at all levels of seniority.
· Providing quality customer service.
· Undertake minutes of meeting.

· Circulate minutes to the attendees and follow up the assignments and tasks.
· Managing projects and conducting research.
· Provide general assistance to the GM during presentations.

· Handle tasks of preparing memos, reports and letters.

· Liaise with clients, subcontractors, suppliers and other external agencies.
· Preparing and editing correspondence, reports, and presentations.
Some of projects were involved with the value:

· Najma Pump Station (DEWA). (107 million AED)

· RFX2012000064- Supply, Installation, Testing & Reinforced Epoxy water transmission pipeline & associated works (DEWA). (56 Million AED)

· CW200/2011- Water Pipeline Transmission (DEWA). (320 Million AED)

· Fountains & Landscape at H.H. Sheikh Khalifa palace (Um Al-Qewein). (8 Million AED)

· Landscape (Soft and Hardscape) at Bab Al Bahar Hotel in Ajman. (6 Million AED)

· Horticultural Maintenance and Irrigation Maintenance for SH. Zayed Road-Below Metro (DM). (120,000 AED/month)
· Horticultural Maintenance and Irrigation Maintenance for Warsan Nursery (DM). (60,000 AED/month) 

· Kempinski Hotel at Palm Jumeirah (AL Haptor). (4 Million/Year)

· Horticultural Maintenance and Irrigation Maintenance for Financial Road-Dubai (DM).

· Horticultural Maintenance and Irrigation Maintenance for Al Qouz Pond Park (DM).

· Emaar Maintenance Burj view. (Emaar-Dubai).

· Emaar Maintenance Burj Khalifa Lofts (Emaar-Dubai).

· Emaar Maintenance Arabian Ranches. (Emaar-Dubai).
                  Employer                     Manazel Real Estate Specialists
                  Position                         HR Coordinator/Assistant Facilities Manager
                  Date of Joining             June, 2009.
                  Date of leaving             April, 2010.           
                  Location                        Dubai, UAE.       
                  Key Responsibilities
·  Liaise with other departments (payroll, benefits etc.)

· Produce and submit reports on general HR activity.
· Facilities Management.
· Snagging and inspecting villas along with clients.
· Handling clients calls, queries and complaints.

· Coordinating with technicians to ensure the completion of jobs.

· Providing monthly and all periodical reports.

· Arranging meetings.
· Filing and basic administrative duties.

                Employer                         AIR ARABIA
                Date of Joining                March, 2006.
                Date of leaving                June, 2009.
                Location                           Sharjah, UAE.
                1-Position:                       (March/06 - May/08 Cabin Crew Member)
                Key Responsibilities
· Dealing with passengers inside aircraft and dealing with their queries and complaints.

· Writing report on the journeys.

· Coordinating with Senior Cabin Crew.

· Aim to provide excellent customer service to all passengers.

· To ensure the safety and security of the passengers during the flight according to the company standards and procedure while providing the highest level of customer service.

· Promoting the company product onboard and achieving good revenue records. 
                2-Position:      (May/08 - June/09 Customer Service Officer and Sales Agent)
     Key Responsibilities
· Issuing and selling air tickets while providing travel solution to the passengers.

· Maximizing the revenue of the ticketing shop and going beyond the assigned targets.

· Handling Customers Complaints both on face to face and on the phone.

· Leasing with Staff Airport.

· Coordinating with Air Arabia Staff at the airport and head office.
Educational Qualification:
· 2011–2013 European Master in Management & Strategy of Business –Casablanca Morocco.
End of studies project: Evaluation and Establishment of Documentation System of Quality Management System- Richbond case.
· 2008 – 2009 Human Resources Management Certificate – Sharjah UAE.                   

· 2004 – 2006 English literature – Hassan 2 University–Morocco. 
· 2003 – 2004 Safety and Rescue Certificate –Rabat Morocco.

· 2000 – 2003 High school degree –Mohammedia Morocco.
· American language center – Morocco
Training & Certificates:
· 2007 Certificate of IT skills.
· 2006 Airbus A320 Cabin Crew –Air Arabia.

· 2006 Cabin Safety & Emergency – Air Arabia.

· 2006 Customer service, communication skills – Air Arabia.

· 2006 First aid training – Air Arabia.
Languages:
· Arabic:  Mother Tongue.

· English: Fluent.

· French: Fluent.
Computer Skills:


· Operating System: Windows.

· Excellent abilities using Microsoft Office (Word, Excel, Power Point, Internet, Outlook express).
Skills Profile:


· Highly enthusiastic, friendly, team player, punctual.

· Ability to prepare over view strategies to reach to quality control management by   looking to the problems, studying them carefully, determining the goals then  creating the solutions for each to achieve the required success in quality and value.

· Ability to work hard under all circumstances.

· Skilled in handling hard and emergency situation.

· Hardworking, cooperative and self motivated.

· Experienced with concise time management.

· The delivery of reliable and successful results.
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