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Walaa 
GOVERNMENT, PUBLIC RELATIONS MANAGER, HR AND ADMIN PROFESSIONAL WITH UAE EXPERIENCE

Address:
Ajman, United Arab Emirates
Email:
walaa.342720@2freemail.com 
Languages:
Arabic, English, Urdu
Marital status:
Married
Nationality:
Egyptian
Availability:
Immediate
Driving License:
Valid (United Arab Emirates)

OBJECTIVE
Seeking challenging and rewarding position in Public Relations, HR, Government Relationship, Administration and related functions across multinational or local organizations, demanding high standards of quality and precision and providing opportunities to amalgamate my personal enrichment with professional goals.

PROFILE
I am passionate PRO Manager professional with more than ten (10+) years of diversified experience, delivery of services in multidimensional and multicultural working environment, combining broad exposure in all aspects of
Government Relationship, HR and Administration. I am Graduate from Egypt and pursued the Land Department- Real Estate qualification course for mediators.08-10/September/2015 and I have a Real Estate mediators card.
Ajman Police General Headquarters - Civil defense drill works from 26/03/2015 to 17/09/2015. Ministry of Labor- Electronic training materials the most important labor law and its implementation 29/11/2015. I am proficient in using Microsoft Office Tools and other computer applications.
For detail profile please follow link:

KEY COMPETENCIES AND SKILLS
	
	Business Development
	
	Administration
	ISO (22000 – 2005 – 9001)

	
	Operations Management
	
	HR Policies
	
	Customer Services

	
	Planning & Support
	
	Staff Motivation
	
	CRM

	
	Sales & Marketing
	
	Government Relationships
	
	Document Controlling

	
	General Affairs
	
	Marketing Strategies
	
	Vendor Management

	
	HR Management
	
	Market Research
	
	Communication Skills



CAREER SNAPSHOT
1- GOVERNMENT & PUBLIC RELATIONS MANAGER / HR COORDINATOR Group of Companies Sheikh Abdul Hakim bin Nasser Al Nuaimi, Manager of Ajman Police Training Department.
MAY 2014 TO DATE
2-Public Relation Officer
JUL 2007 TO MAY 2014
3-Administration Department
JUL 2000 TO MAY 2002
Elsheikh


Mapco L.L.C Dubai Al Mazroui Group– UAE
JOANNOU & PARASKEVAIDES (OVERSEAS)LTD. EGYPT
Project Four Seasons Hotel&Resorts Sharm
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JOB TASKS AND RESPONSIBILITIES:
GOVERNMENT AND PUBLIC RELATIONSHIPS:
Coordinating with immigration for applying, civil defense, traffic police vehicles registration and equipment rental, protect the facilities department, all embassy's, Ajman foreign affairs, insurance, medical center and Emirates ID, Ajman and Dubai chambers and follow up all materials, Ajman Real Estate Regulatory. 
Managing simultaneous projects and meeting deadlines consistently and accurately. Dealing with all online programs of immigration and labor department. 
Coordinating and following up all the immigration cases come from court, airports and police. Taking care of passport, contract of employee and maintain them file properly condition. 
Coordinating with all employees for any renewal issues related to our work to avoid any late summation. 
ADMINISTRATION AND HR MANAGEMENT
Dealing with understaffing, resolving conflicts and administering disciplinary procedures. 
Memorandums, proposals, correspondence and assigns jobs and duties to office staff as needed. 
Office staff in maintaining appropriate employment record and system and files, database, reports and presentations. Contracts for the new staff and preparing the administrative record. 
Sourcing and collating employee’s database ensure security and confidentiality of data. 
Maintaining employment files and records per company policy and legal regulations. 
Managing the fleet of vehicles of the office in preventive maintenance, repairs, renewal of licenses and insurances. Drafting contracts in both Arabic and English Languages. 
Experienced in translation of contracts and agreements, business and assignments. 
Developed administration payroll, human resources management and staff attendance. 
Tracking employee’s attendance record, absence, leave, illness and submit a monthly report. 
Preparing, recording and taking minutes of meetings (MOM), then forwarding recommendations and orders taken and agreed to work with and to commit in both Arabic and English Languages to all staff company. 
Managing recruitment, monitoring vacancies and fetching for staff when required for any department. 
Formulate HR policies, procedures, update existing policies within the scope and constitution of the company. Contacting and cooperating with approved Asian manpower agencies to provide us the necessary staff from; 
India, Sri Lanka, Indonesia, Philippine and Bangladesh. 
Writing procedures and job descriptions and advertising vacancies in forums and social network websites. Shortlist candidates for interviews, reviewing employment applications, sorting CV and match them the 
requirements. Managing motivation and training of the entire staff. 
Conduct preliminary interviews and recommend to the management for further interviews based on skills and 
knowledge. Creating final settlements when employees leave the company permanently    .
Email and call up candidates and schedules interviews, test new applicants, offers and appointing letters. 
MARKETING AND PLANNING 
Planning modern marketing strategies, qualitative and quantitative market research. Reporting and feedback of the market research. 
Commercial operations and marketing resource management. 


PROFESSIONAL QUALIFICATIONS
Bachelor of Arabic language and literature
General Division -2000
Graduate
TRAINING:
Ministry of Labor- Electronic training materials the most important labor law and its implementation Land Department- Real Estate qualification course for mediators
Ajman Police General Headquarters - Civil defense drill works

REFERENCE
May be within one month.
I hereby certify that above information is true and correct to the best of my ability and knowledge and belief
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