nawar charaf
MANAGER | Human Resources
	Personal Details

Born February 20, 1985 

Martial Status: Single

Address: Dubai Silicon Oasis,
Dubai, United Arab Emirates

Mobile: (971) 55 515 5918
Languages: Arabic, English

Visa: Employment / Residence 

(Transferable) 

Holding a valid UAE driving license
PROFILE SUMMARY
A Human Resources professional who
is diversely skilled, responsible, committed, & an experienced team player. Has the confidence and credibility to influence, communicate and negotiate effectively with people 

at all levels.  A strong ability to strategically plan and operationally execute HR business goals.
KEY STRENGTHS

· Annual department budgets, forecast, & cost effective initiatives                                              
· Hands on Operations Background

· Process & Structure Management

· Cultural Awareness / Team Player

· Manpower Planning

· Quality Management & Continuous Improvement Systems
· Talent Management

· Resourcing & Succession Planning

· Intensive UAE Labor Law knowledge
	EDUCATION
· Swiss Business School, UAE 







(2015- Present)

Master of Business Administration – MBA

Human Resource Management.

Business Values and Ethics.

Business Communication and Negotiation Skills.

Strategic Management

· Syrian Virtual University     





   


 (2009-2011)

Master of Quality Management – MQM

Quality Management Systems.

Environment and Food Safety Management Systems.

Statistic Control Operations

· Damascus University










(2003-2008)

Engineering in Agriculture Economics

Principles of finance and agricultural practice.

Agricultural economics of policy and trade practices.

Marketing of agricultural products.

TRAINING courses & CONFERENCES

· Big Data Analysis | Internet Of Things Expo – Big Data Show Conference 2015 & 2016, Dubai UAE

· Coaching | Hiring – Crowne Plaza Dubai 2013

· IMEA HR Analytics – Crowne Plaza Dubai 2013

· ISO 9001:2008 Leader Auditor - SGS /IRCA 2011, Syria

· Occupational Safety & Health Administration Standards - Nature Conservation Center 2011, Syria.

· Six Sigma green belts - Arab Quality Makers 2010, Syria.

· Projects Planning & Management - Higher Institute for Admin. Dept. 2009, Syria



	WORK EXPERIENCE

ETA Facilities Management - Dubai, UAE (www.etaascon.com)



                       April 2014 to Present
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ETA is a conglomerate in UAE with expertise ranging from Civil Construction to Electro Mechanical, Power Projects, Automobile Trading, and Facilities Management. Under the Facility Management Umbrella, ETA Facilities Management comprises of Service Lines to offer comprehensive Integrated FM services and solutions

Human Resources Manager (Current)

· Conduct One-to-one or panel meeting with Department Heads for employee’s promotion, probation confirmation, salary revisions and grade revisions.

· Propose, review & manage HR annual budget as set out by CFO. 

· Completed corporate salary scale reviews and implemented changes onto HRIS system (SAP).
· Reviewed, amended, develop HR policies & processes to support organizational capabilities & systems.
· Ensure legal compliance by reviewing  the tracking and progress of new and existing colleague visas, healthcare, Emirates ID, etc., to facilitate timely renewal to avoid penalties. 

· Responsible for overseeing recruitment activities and quality of the candidates that are presented to the Department Heads by assisting in interviews to fill vacancies.
· Ensure a thorough and fair investigation is completed, ensuring compliance with all relevant policies and procedures when employee grievances arise. 

HR Business Analyst (April 2014 to May 2015)    

· Collaborates with process owners to map and define current and future workflows.

· Capture, track, analyze and communicate requirement change requests to central of excellence and Information technology

· Develop business process analysis, user/systems requirement analysis and specifications

· Prepare detailed spreadsheets, analyze exisiting reports, graphs and dashboards to facilitate interpretation of data.

· Creates compelling data visualizations and presentation decks to communicate findings to both internal and external stakeholders

Crowne Plaza Dubai – InterContinental Hotels Group (www.crowneplaza.com/dubai)  March 2012 to March 2014
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IHG is an international hotel company that has more than 650,000 guest rooms in over 5,000 hotels in 100 countries. It operates seven hotel brands – InterContinental, Crowne Plaza, Hotel Indigo, Holiday Inn, Holiday Inn Express, Staybridge Suites and Candlewood Suites.

Human Resources Administrator 

· Collect and complete all documents to apply for employment visa and labor contract.

· Prepare appointment orders for potential candidates.

· Conduct Induction program for new employees.

· Ensure that all payroll instructions are prepared and logged in time for the monthly payroll.

· Responsible for all employees exit process visa cancelations. 

Arab Quality Makers Business Development Company | Syria

 
                      May 2009 to December 2011
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Arab Quality Makers (AQM) was established in 1996 as the first Arab expertise house to operate in Syria. AQM is accredited by concerned parties in Syria, the Arab League and UK. It provides comprehensive Quality Management- Business Development services, consultation, training and business support to all sectors of industry, trade, and services in all Arab countries.

Quality Management System Consultant

· Evaluate companies existing system with the international standards requirements and present gap analysis report.

· Design the required awareness and training programs customizing on such case, and Conduct the designed programs.

· Upgrade the company existing system and Design the required procedures and forms according to the international standards requirements such as ISO-9001, IS -14001, OHSAS 18001.

· Conduct the internal quality audits and present internal audit report.

COMPUTER PROFICIENCY
· Expert level in MS Office

Excel, Word, PowerPoint, Visio, InfoPath, SharePoint & Power BI.

· SAP

Human Resources Management features.

· Civil Soft

Strategic HCM.

· Paytrax

Human Resource & Payroll System.

· FBM

Cost & stock management for hospitality.

· Sun Accounting 

Accounts Payroll features.

· AutoCAD

2D designing features.
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