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HUMAN RESOURCES
Providing leadership and direction to all aspects of human resources management initiatives

	· Accomplished Recruitment & Employee Service Officer with progressive experience in diverse areas of human resources management. 

· Astute strategic partner to senior management with an outstanding record of achievement in developing and implementing human resources programs.  

· Instrumental in leading talent acquisition efforts, on-boarding processes, and performance management. 

· Adept in performing within dynamically changing environments requiring focused decision-making. 

· Skilled in streamlining business processes, implementing cost control measures, and enhancing operational efficiency. 

· Culturally sensitive with fluency in Arabic and English, experienced English translator with background in performing translations at various government conferences in UAE.
	Core Competencies

Human Resources Management

HR Business Partner

Organizational Development

Strategic Planning

Employment Law Compliance 

Performance Management

Talent Management 

Employee Relations 

Compensation & Benefits

Employee Development & Training

Talent Acquisition & Recruiting

Change Management




Abu Dhabi Cooperative Society, ADCOOPS/ UAE (April 2016 – August 2016)
Recruitment & Employee Service Officer.
· Acted as a HR team leader where I headed, monitored, motivated and developed the team proactively to be active and fast target hitting in a short time frame where I successfully filled 200 vacancies. 
· Developed and implemented HR Policies and procedures in compliance with the UAE labour law.

· Successfully acquired talented and qualified personnel for the opening of SPAR Express (Abu Dhabi Police), Makani Mall & Ajman SPAR AL Jurf.
· Responsible for end-to-end execution of the recruitment process from approval to sourcing, screening, interviewing and selection.

· Work closely with management to ensure that the recruitment process moves efficiently and that the organisation is effectively identifying and recruiting the talent that business needs to achieve its goals.

· Built relationships with the business stakeholders and with the sections in all the branches, as well as, founded solutions for all issues raised by sections.

· Research alternative ways to recruit talent and devise recruitment strategies.

· Implemented recruitment policies & procedures, as well as, cashier & accommodation policy to meet the job requirement.

· Search external sources such as LinkedIn and Job boards for candidates.

· Liaise with recruitment agencies as and when required.

· Deliver candidate feedback. 

· Ensured candidate experience is in line with the company value.

· Managed to register local national & the GCC employees in the pension.
· Registered the company in the Abu Dhabi University, Zayed University for Tawteen Purpose and organized Career Fair event for the Abu Dhabi University with the coordination with the department’s head. 

· Generated reports on a regular bases & prepared Induction & company manual book.
· Managed to obtain the manpower prepared, updated, approved & shortage filled.
· Worked closely with the department heads to get the Job Description done and up to date.

· Managed to update old forms and to create new ones based on the job needs.

· Studied salary scale for the new/proposed positions with my superior & worked on unifying specific designations, system update, as well as, employee transfer & reward.
· Sent all types of announcement such as (holiday, new staff joining, demise, opening positions. etc.).

· Taking care of disciplinary issues (investigation, warning letters and termination).
· Played an essential part in the final settlement (conducted exit interview, time keeping report perusal, memo, clearance & made sure visa cancelled and passport released in a short notice).

· Worked on day-to-day cases & issues whenever require.

ROYAL TECHNOLOGY SOLUTIONS (RTS), Royal Group Subsidiary/UAE (March 2011 – March 2016)
Office Manager & HR Officer 

Provided direction to HR operations including benefits management, talent acquisition, recruiting, new hire, orientation, training & development, and performance management. Protected company from compliance issues by coordinating visa processing, EID card, and medical test appointments. Handled other tasks such as life insurance, health insurance, employee access card, ticketing, letters (salary certificate, No objection, offer letter, termination and acceptance letter, disciplinary action, probation confirmation or extension,Etc.) Recruitment, and HRMS employee data entry, involved in the payroll entry. Handled personnel administration tasks such as filling, leave management, leave plan and many more. Prepared and interpreted statutory documents. Evaluated training curriculum for quality and completeness. Prepared individual performance appraisal and target setting rotationally. 
Key Achievements:

· Acted as the primary liaison between company and corporate headquarters related to HR issues. 
· Provided manpower with high qualification for both GHQ & Armed Forces projects.

· Attracted and retained top talent for company through effective hiring and orientation processes.

· Garnered recognition as a subject matter expert to senior management responsible for influencing decision making and problem solving while promoting culture of accountability and high ethics within company.

· Played essential role in company’s International Standard Organization (ISO) certificate renewal, which included maintaining documentation and ensuring compliance.

YAS HOTEL, UAE (2009 – 2011)
Sales Coordinator (2010 – 2011) 

Led efforts to augment the company’s recordkeeping system, which included identifying, preparing, and translating missing guest documents and statutory letters. Oversaw front desk operations while delivering superior level of service to a diverse clientele. 

Key Achievements:

· Created quality proposals and contracts for top corporate / government including Mubadala, Masdar, and various banks, law firms, universities, academies, and executive office as well as Prime Minister’s Office, Abu Dhabi Navy, and ALDAR.

· Achieved highest level of service and hygiene standards possible for one of most reputable hotels in Middle East by performing meticulous inspections and troubleshooting.

· Acknowledged for outstanding service by receiving letters of appreciation from senior leadership.

Business Centre Secretary (2009 – 2010)

Directed daily operations for hotel’s business centre including cash management, courier services, phone call triaging, and ordering / inventory control. 

Key Achievements:

· Gained specialized expertise in operations through targeted training and professional development.

· Ensured superior customer service by performing real-time translations for guests and facilitating VIP conference operations.

Early Career:

Dolphin Company, Joud Group, Syria – Administration Executive & Translator (2007 – 2009)

View Restaurant Series, Syria – Executive Secretary (2004 – 2007)
Freelance English Tutor, Syria 

Professional Interpreter – Freelancer, UAE


EDUCATION & TRAINING
Master of Business Administration with Specialization in HR (Currently Pursuing)

Worcester University, UK

Diploma in Business Management (2013)

NCC Education, UK

Bachelor Degree in Translation (2009)

Faculty of Arts & Humanities 

Al Baath University, Syria
CHRP

Certified Human Resource Management Professional 

ACI / USA (Currently Pursuing)

Change Management Workshop

Better Life Center for Training & HR Development / UAE
Professional Development: Oracle HRMS user• Human Resources Management and Development Training • Fire Drill • Health & Safety • Safety Awareness • Guest and Employee Relations • Hotel Orientation Programme • TRITON Courses • OPERA System • ISO Acquisition • Visio [image: image1.png]
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