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I. SUMMARY OF QUALIFICATIONS

a) Bachelor (B.A.) in English Language, Yarmouk University, Jordan, 2002.
b) Graduate Higher Diploma in English  , Yarmouk University, Jordan, 2004.
c) International Computer Driving License (ICDL), Jordan, 2006.
al. PROFESSIONAL EXPERIENCE

a) 2016 HR consultant. ABC Private School. Abu Dhabi
b) (2011 – 2016 HR assistant / HR Manager/ Business Operations Manager , American Companies Management Group (ACMG) Abu Dhabi
c) (2005 – 2011): English teacher and coordinator, Abu Dhabi Education Council (ADEC)
d) (2002 – 2005): English teacher and coordinator, Jordan, for Jordanian Ministry of Education
Job Duties & Skills:

bl. OCCUPATIONAL SKILLS

a) Maintains the work structure by updating job requirements and job descriptions for positions.
b) Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
c) Maintains human resource staff by recruiting, selecting, orienting, and training employees.
d) Recruiting staff, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates;
e) Develop and implement HR strategies and initiatives aligned with the overall business strategy
f) Analyzes wage and salary reports and data to determine competitive compensation plan.
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g) Support current and future business needs through the development, engagement, motivation and preservation of human capital
h) Undertaking regular salary reviews
i) Administering payroll and maintaining employee records.
j) Ensuring that all works are in a correct, cost effective and timely manner in alignment with specifications and quality requirements
k) Recruit, train, supervise and appraise human resources
l) Allocation of checks for company expenditure
m) Able to work under pressure and to organize and plan work effectively to achieve desired targets.
n) Skilled in building strong and friendly relationships with students, parents and colleagues, and capable of working with people at all levels and from various cultural backgrounds.
o) Proficiency in using MS Windows, MS Office (Word, Excel, PowerPoint). I have successfully completed and passed the entire series of ICDL courses for this purpose.
V. PERSONAL INFORMATION

a) Nationality: Jordanian.
b) Marital Status: Married
c) Born: 1979, Jordan.
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