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Nuha 
E-mail: nuha.296235@2freemail.com   
Nationality: Jordanian ● Date & Place of birth: July.07.1972 / Kuwait 
	Personal profile: 
Skills, Abilities and Personal Qualities
My Career Objective 
	15+ years of experience in HR, Personnel & Admin Management, which contribute the operations level, in order to identify HR priorities and recommend appropriate people management solutions, which support business aims in addition to providing a HR service. Including, the functions of recruitment, personnel, government relations & payroll, develops policy and directs and coordinates human resources activities, such as compensation, disciplinary procedures, organization structure, investigations, terminations, compliance,  labor relations, benefits, training, good knowledge of Labor laws and employee services by performing HR duties. 
Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices. Strong personality who can manage and positively influence others, leadership qualities to lead people from within and capable to communicate effectively with employees at all levels. 
Manage the activities to ensure a prompt professional and courteous service, capability to work on Oracle e-Business Suite HRMS & Payroll system, excellent management & interpersonnel skills, leadership & communication skills, ticketing and reservations, problem solving skills, negotiations skills, build rapport with colleagues easily, quick learner, an active listener & enjoys working with people to develop and promote a team Spirit. Strong sense of responsibility, hardworking and self-motivated. Enthusiastic team player and able to work independently with minimum supervision, ambitious, positive thinking, punctual, reliable have very strong values with excellent command of the English and Arabic Languages.
Dedicated HR Manager professional is to balance the needs and goals of both the company and the workforce. HR strategies can also indirectly affect the organization's profitability, as the company workforce is one of the most important assets that drives a company's success. The ability to maintain good human relations in the company can positively impact the employees' efficiency and consequently, the realization of the company's objectives. 


	Experience
	HR & Admin Manager (UAE & Jordan)
Jan 2012 – Present                 GK Auto (Hyundai- Iraq)                     Dubai, UAE – Amman, Jordan
Operational:

· To establish a standard Recruiting and Placement Practices and Procedures.
· Provide HR input for annual manpower planning exercise for all the departments and support in the submission of HR budget. 

· Manage end to end recruitment ensuring that group recruitment guidelines are followed.

· Execute job profiling, job classification and re-structuring exercise for the entire business unit resulting in the approved organization charts and JDs for all unique roles. 

· Implement the performance management system, ensuring setting of objectives and closure of the annual appraisal exercise on time.
· Benchmark profiled roles with external market to propose an equitable compensation and benefits structure.

· Implement the Group HR policies and procedures in the BU, ensuring compliance to the labor laws of the country.

· Manage the overall HR operational day-to-day functions ensuring smooth delivery of services such as leave, benefits, joining and exit formalities, medical insurance, group life insurance, labor accommodation and other such staff matters. 
· Manage the employee relations including grievances and disciplinary issues.

· To identify and comply with all Legal requirements and Government reporting regulations affecting HR functions.
· To protect interest of Employees and the Company in accordance with Company HR Policies and the Governmental Laws and Regulations

· To direct a process of Organizational Planning that evaluates the Structure, Job Design and Manpower Forecasting & Budget. 

· To Establish Salary and Wage Structure, Pay Policies, Job Evaluation and Performance Appraisal Programs, Employee Benefits Programs and Services and Company Safety and Health Programs

· To lead Personnel and Administration Team, Clarifying roles, setting Performance Standards and Goals.
· To prepare proper Employee Contracts and Consultancy Agreements, and full and final Settlement/ end services dues.

Administration Functions :

· Monitor & follow up sickness, absence, Leaves, Attendance & Holiday Management & quarter leaves for expats.

· Ensure all kind of insurance for all staff (K&R, life, personal accident, health).

· Manage the information held on the HR database and personnel files by using HRMS Oracle e-Business Suite system to ensure it is updated in a timely and accurate manner and complies with any legal or data protection policies. 

· Take responsibility of driver’s movement to be followed up on daily basis for pick up and drop off.

· Arrange & Monitor all business trips and travel reservations, tickets, hotels, transfers, visa processing & residences cards. 

· Handling & issuing the monthly payroll manually & by Oracle payroll system.  

· Arrange Social security & income tax for all staff. 

· Managing: advance Salary, Bonuses, Loans, Salary, Wages, pay scale, increment, incentives, allowances etc.

· Arrange all details of rental apartments for expats.

· In charge of the smooth running of the office’s administrative duties.

HR & Admin Section Head  / CEO Office Manager  
Oct 2010 – Jan 2012                 GK Auto (Hyundai - Iraq)                            Amman, Jordan
· Providing administration support to CEO as: arranging management meetings with other departments, operations & clients. Manage and co-ordinate his diary, arrange all appointments, calendar.

· Organizing & Following up on all agreed action points & any matters related to the admin activities to facilitate the flow of ensuring that functioning of the office in general, effectively being the link between the members of the senior management team & supposed to work with more than department on multi task functions at the same time.
· Follow through as required for work delegated by the CEO to facilitate the completion of agreed activities & delegate work to office support staff to ensure deadlines are met & procedures are followed. Following up implementation with all company staff or any related outside companies. 
· Dealing with all incoming emails to executive office from all sides with high of importance & respond to all correspondence with any details required.
Responding to CEO direct requests for information or assistance, forwarding messages, typing, filing, records keeping, taking notes, translation and distributing mail, assisting with mailings & shipments/Courier, ordering office supplies, stationary, hardware and telephones.

· Follow up & collecting softcopy of daily, weekly & monthly reports from staff. 

· work as a team to support & help all staff to complete the work as fully as possible, responsible for all drivers movement and follow-up their appointments on daily basis & responsible to clean up the office with the office boys. 

·  Arrange all business trips, handling visa’s and residence papers for all staff & arrange all travel bookings (tickets, hotels and transportation). 

·  Office Management & review the performance of Office in general with the management & take full responsibility with full confidentiality.

·  Dealing with complaints received from staff or from abroad & discuss general problems with the admin staff.

Sales Executive (Ticketing Dept.)  / Operation & Sales (Outbound & Umrah Dept.)
2008– 2010
                        Travel One for Tourism                                                           Amman, Jordan
· Answer customer inquiries, quote fares and assist clients in planning travel times and routes, Reserve plan seats, Issue tickets, handle cash transactions and check baggage.

· Manage day-to-day & following up the operation client's files, problem solving any circumstances that threaten normal operations.

· Maintain positive relationships with guests, other businesses, and any other related establishments.

· Provide travel information and reservations to clients regarding destinations, transportation and accommodation options and travel costs, and recommend suitable products using computerized reservation and ticketing system.  

· Excellent communication skills, Strong selling skills- ability, network and develop revenue streams. Retail skills, including merchandising, ordering, and purchasing. Knowledge of basic accounting.
· Proficiency in Microsoft Office, Amadeus program for ticketing, online reservations agents websites, Umrah website.
· Ability to provide detailed account records, reports, invoices, Perform audits on operations and cash procedures.
CEO Office Manager 
2001– 2007
                      Ali Group Middle East
                                                 Amman, Jordan

· Plan, organize, direct, control and evaluate the operations of a department providing a several administrative services, human resources, development and maintenance of Internet, including public relations, communications and commercial activities.
· Plan for office services, such as accommodation, relocations, forms, disposal of assets, parking, maintenance and security services, administer and control budgets for contracts, equipment and supplies.
· Establish work priorities, delegate work to office support staff, and ensure deadlines are met and procedures are followed. 
· Prepare reports and briefs for management committees evaluating administrative services. Interview, hire and oversee training for staff.


	
	Executive Assistant 
1998–2001
            Bustami & Saheb Trading Co. (Nissan)                                           Amman, Jordan 
· Plan, organize, direct, control and evaluate the operations of a department providing a several administrative services, human resources, development and maintenance of Internet, including public relations and communications  
· Establish work priorities, delegate work to office support staff, and ensure deadlines are met and procedures are followed. 

· Co-ordinate and plan for office services, such as equipment, supplies, forms, disposal of assets, maintenance and security services, 

· Assist in preparation all business trips & reservation.

· Schedule all business appointments, meetings and visitors.

	Education - Academic Qualifications


	· 2015   SHRM – CP certificate.
· 2014   Mini MBA – Oxford Academy – Jordan.

· 2013   HRM Diploma - Middle East University & TAG - Talal Abu Ghazaleh – Jordan.
· 1997   Bachelor in Business Administration - Baghdad University.

· 1990   Al-Omaria High School - Kuwait - (Scientific)   71.7 %.


	Professional   Training  
	· 2014 TAG - Problem Solving & Creative Thinking – Amman.
· 2013 TAG – Principles of Human Resources Management- Amman.

· 2013 TAG – Organizational Structure - Amman.

· 2013 TAG – Job Analysis & Competencies Modeling - Amman.

· 2013 TAG – Compensation & Benefits Management - Amman.

· 2013 TAG – Recruitment - Amman.

· 2013 TAG – Career Path & Succession Planning - Amman.

· 2013 TAG – Training & Developing course- Amman.

· 2013 TAG – Motivation course - Amman.

· 2013 TAG - Negotiation Skills – Amman.

· 2013 TAG - Change Management Course – Amman.
· 2013 TAG - Body Language Skills – Amman.
· 2013 TAG - Leadership Skills & Teamwork Building – Amman.

· 2013 TAG - Scientific Research Techniques – Amman.

· 2013 TAG - Performance Management - Amman.

· 2013 TAG – Labor Legislations in Jordan – Amman.

· 2013 GB Auto – Oracle core HR training/ e-Business Suite – Cairo, Egypt.

· 2013 GB Auto - Payroll Oracle training – Cairo, Egypt.
· 2013 GK Auto - In-house – (TTT) New Hire Orientation course – Amman.

· 2013 GK Auto – In-house - Leadership course – Amman.

· 2013 GK Auto – In-house - PMP course – Amman.

· 2013 GK Auto – In-house - Business Communication Part 1 & 2 – Amman.

· 2013 GK Auto – In-house - Building Effective Teams – Amman.

· 2010 PMP Course (Project Management Professional) – Amman.

· 2007 Amadeus Course (Ticketing) – Amman.
· 2002 French Language - At French Cultural Center - Amman.



	Languages
	Arabic : (native), writing, reading, and speaking.
English : excellent command written, read, and spoken.
French : poor command written, read, and spoken.


	Hobbies & Interests
	· Traveling: Organized and arranged trips, handled transportation schedules, hotel and overnight accommodations, and points of interest to exploring exotic countries.

· Cooking: Attend & watching cooking classes and practice cooking for friends and family; plan meals and enjoy receiving feedback and improving recipes

· Computing - Puzzles & Games - Socializing with friends

· Races  - Reading – Music


	 
	Valid Jordanian Driving License with car.


 Page 1 of 5
                        Page 2 of 5 

