
Rozan 

E-mail: Rozan.334128@2freemail.com 
	EDUCATION

	2006-2007                              

September 2007 - 
May 2011
	Umm Ammar secondary school- Abu Dhabi with percentage of 98.7% 

Al Ain University of Science & Technology, Al Ain
· Bachelor of Science in Network and Communication Engineering 
Significant projects: 

· Network Steganography.
· Cumulative GPA of  3.92 


	WORK EXPERIENCE

	 June   2014 – till present
Oct         2011
Dec         2013
13 – June – 2010,
23 – July – 2010 
24- July – 2010
24-Augest - 2010
	 Halliburton Oil & Gas Worldwild Limited, Abu Dhabi  

· HR Employee service center specialist 

· Provides customer support escalation, coordination of workflow, and quality improvement direction to Human Resources Service Center staff in completion of their day-to-day activities. Provides accurate and prompt response to a wide range of human resources customer inquiries. Utilizes knowledge base, procedures, policy manuals, HR databases, and other resources to resolve inquiries via telephone, voicemail, or e-mail. Understands, applies, and communicates conceptual elements of Human Resources rules and regulations.
· Covering more than 40 countries (middle east, Europe, Eurasia, Africa, AP)
· Processing manager’s requests e.g.(hiring, personnel requisition, PCR (personnel change request), offer requests, Onboarding)
· Working on SAP (displaying,excuting,searching, creating, adding….)
· Preparing all types of employee letters in different languages ( Arabic, English & French)
Rejuvenate Health Services L.L.C. Al Ain city, 
· Admin Assistant -Coordinate Recruitment & HR procedures
· Responsible of all procedures of Abu Dhabi Health Authority Licensure System, procedures of Health Facility licensure and Professional Health licensure eg. (New registration, Renewal, facility transfer, Transfer from DHA license to HAAD License.
· Dealing with telephone and email enquiries.
· Creating and maintaining filing systems.
· Scheduling and attending meetings, creating agendas and taking minutes.
· Keeping diaries and arranging appointments.
· Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets.
· Prepare notices and advertisements for vacant staff positions.

· Schedule and organize interviews.

· Participate in applicant interviews.

· Maintain the personal records of employees.

· Prepare resumes and correspondence for suitable applicants to forward to employers.

· Coordinate staff recruitment and selection process.

· Conduct reference checks on possible candidates.

· Prepare job descriptions, letters of appointment, offer letters.

· Prepare, develop and implement procedures and policies on staff recruitment.

· Checking the attendance, Reporting monthly attendance sheet to the administration and Accouting department .
· Following Abu Dhabi Health Authority requirements for all medical staff.
· Applying for Abu Dhabi Health Authority professional licensure. 

· Perform other related duties as required.
· Checking network performance.

· Responsible for all formal and official  dealings, operations, Labor protocols  

· Responsible of sending official mails and replying 

· Ordering products and checking invoices 

· Solving problems related to the network eg. internet and telephone land lines.

· Checking hardware printers, computers and server.

· Testing Network Cables and sockets.

· Installing Software.

· Checking finger print system.

· Checking Calls monitoring land lines system.

· Dealing and contacting companies. 

· Printing official letters and reports.
· Organizing Manager’s Appointments.
· Filing incoming and outgoing papers.
AbuDhabi Education Council [ADEC], Abu Dhabi, 

Fulltime Intern

· Worked in database department in developing an inventory GIS system.

· Being part of an organization's technical support team, and the network and security team.

Injazat Data Systems [Municipality] , Al Ain

Full time Intern 

· Working with application's development team in developing an inventory system.

· Being part of an organization's technical support team, and the network and security team.



	SYSTEMS EXPERIENCE AND PROFFICEIENCY

	
	· Well-rounded, communicative and technical problem-solver.

· Fast learner who has been consistently cited for ability to achieve rapid comfort level in new environments and open to deal with multi cultures.

· Self-motivated, trainer.

· Rigorous, quality-conscious contributor with superior communication skills, including strong presentation and writing abilities.


	COMPUTER SKILLS

	
	· SAP

· Matlab

· C++ 

· Java

· Cisco Network Simulator

· Cisco Packet Tracer

· WireShark

· Installing Software and Hardware

· Calls monitoring system.

· Finger print system. 
· Microsoft Office (Word, Excel, PowerPoint, Outlook, etc.)


	PERSONAL DETAILS

	Nationality

D.O.B
	       Jordanian.
       18 – April – 1989.

	Languages
Valid driving license 
                                                          
	       Arabic: mother-tongue

       English: fluent (written and spoken).
    


