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OBJECTIVE
 
Seek challenging assignments in Human Resources Management or any other field that I can develop and grow into.
PROFILE


· Committed, adaptive and dependable professional with 3+ years of work experience backed by a Bachelor of Science in Human Resource Management from the New York Institute of Information Technology.

· Excellent knowledge of Social Sciences.  
· Good exposure to HR fundamentals and hiring processes. Excel at training and tutoring personnel.
· Strong focus on driving improvements to foster operational efficiency. Open to change.
· Quick learner – swiftly grasp concepts with a strong eye for detail. Empathetic and interact well with people at all levels. Determined and dedicated, looking to deliver excellence.
KEY PROFICIENCIES


· Project Management 
· Employment Laws
· Course Assessments
· Recruitment

· Continuous Improvement, Documentation and Task Prioritization 

· Reporting 
· MS Office Suite
EDUCATION

· Bachelor of Science in Human Resource Management, New York Institute of Information Technology, Aug 2007 – May 2012.
Course: Anthropology, Sociology, Psychology, Philosophy and Behavioural Science.
· Major in Science, Al Noor International School, 1995 – 2007

Subjects: Biology, Physics, Chemistry, Accounts, Economics, Business Arabic, English, Math and Information Technology.

CAREER HIGHLGHTS


· Instrumental in designing the course material and content for Experiential Learning. 
· Train staff on soft skills. Take end-to-end ownership for conducting initial interviews of potential candidates.
BUSINESS EXPOSURE


New York Institute of Technology 






May 2012 – Dec 2014
Assistant Teacher (Part – Time)

· Take teaching classes on behalf of the Professor. Correct and grade quizzes and examinations.

· Meticulously update and maintain student records. Follow-up with students for their assignments.

· Diligently prepared presentations and distributed study material to students.


Horizons HRD








        July 2012 – Mar 2013
Career Development Officer

Report to the Director of Business Development and the Managing Director. Judiciously prepare and review proposals. Meet corporate clients to analyse training needs and recommend appropriate training courses for their employees. Assist and guide trainees on the courses that would be most appropriate for them.
· Prepare and analyze pre and post course assessment sheets. 

· Instrumental in designing and introducing a new project – Experiential Learning.

· Spearheaded the design and implementation of training framework along with training material.

· Liaised and coordinated with awarding bodies on related matters.
· Take ownership for conducting in-house staff training programs on a variety of subjects such as Customer Service, English for Business and Telephony Skills among others.

· Effectively handle QAA related matters such as reviewing and modifying action plans and preparing SEF in addition to others.

· Assumed ownership for handling the related procedures including Gosi, MOL, updating leave records and communicating with staff on discipline and performance.

Gulf Air 









Nov 2010 – Mar 2011

Reservations Agent

· Assumed ownership for servicing passengers. Courteously handled telephone calls for updating flight plans, making new bookings and revising/amending flight bookings.

· Provided excellent customer service to passengers. Handled their queries patiently.
Nomura Investment Banking (ME) BSC 






July 2007 – July 2010
Assistant to the HR Manager

· Effectively handled a number of tasks relating to Human Resources such as updating leave records, processing medical claims, selecting suitable candidates for interviews, screening potential candidates  and preparing all Ministry of Labor documentation.

· Meticulously typed letters, handled phone calls and assisted staff on all HR matters. 
TRAINING CONDUCTED

· Telephony Skills

· Conflict Handling

· Dealing with Difficult Customers

· Customer Delight

· English for Secretarial Staff
TRAINING UNDERGONE

· Emotional Intelligence 

· Negotiation Skills

· Customer Service
REFERENCES
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