Samar 
U.A.E 
Abu-Dhabi
Samar.352984@2freemail.com 
===============================================================Objectives:
To join an organization with highly professional work environment and excellent market reputation, apply my best knowledge in business administration and maximum efforts to deliver the best work output and thereby to gain excellent career growth and being a part of group effort assisting the team to work for ultimate goals.

Education:

	(AL Ghurair University-College of Computing:

Bachelor degree in CIS (Computer information system) 
(Emirates Collage of Technology- Business Administration & CIS Double major diploma.
(High school: Palestine secondary school in Abu Dhabi.
	-2008-2010

-2006-2008
-2005


Work experience:

Al Shafi Group Investment

Sept. 2014 – June. 2016

           Hr Assistant & Admin
· Assist with day to day operations of the HR functions and duties.

· Provide clerical and administrative support to Human Resources executives.

· Compile and update employee’s records (hard & soft copies).

· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluation etc.).

· Coordinate HR projects (meetings, training, survey etc.) and take minutes.

· Deal with employee’s requests regarding human resources issues, rules & regulations.  

· Assists & provides payroll preparation providing relevant data (absence, bonus, & leaves, etc.).

· Communicate with public services when necessary.

· Properly handle complaints and grievance procedures.

· Conduct initial orientation to newly hired employees.
· Submits employee data reports by assembling, preparing, and analyzing data.
· Maintains employee information by entering and updating employment and status-change data.
· Maintains employee confidence and protects operations by keeping human resource information confidential.
· Provides admin support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

Ara Consultancy& Researches

Nov 2010 – Jul 2014
             Junior Research Analyst & Admin Officer
· Managing the office and provide administration support.
· Represent ARA and their product to other companies (Government).
· Administration support.

· Filling of project documents.

· Handling office issue and communicating with the other branches either face to face on meetings or through Skype.
· Preparing the payment sheet for pat time employees and pay them.
· Handling the payment for each project.
· Handling the cash money and the office payment for what it need.
· Drafting and sending letters, Emails and report about each project.

· Supervising on each project and following with each part time employ while they are working.

· Handling the recruitment for the project.

· Train the recruiters and explain to them the work.

· Train the overseas scholar ship students.

· Data entry  
Abu Dhabi National Bank 

July 2005 - October 2005 

    Customer Service Officer
· Data entry 

· Stock holding 

· Answering quires

Skills:
· Operating Systems: Ms Windows Vista, 2003, XP, 2000

· Applications: Ms Word, Excel, Power point, Access, Visio, Project, Internet Explorer, Firefox, Netscape, World cheek
· Programming Languages: HTML, Dynamic HTML, XML and SQL.

Other Skills:
· Excellent communication.
· Intuitive &leader ship skills.
· Quick learner.
· Work under Stress.
· Self – confident.

· Easy to adapt to new working environment.

· Driving License issued in 2005 (Light Vehicle & Motorcycle).
· Working shift time. 
 PERSONNAL INFORMATION:
	Date of Birth :

Place of Birth :                   

Gender :                            

Marital Status :                 

Nationality :  

Driving license :  
	04/11/1986

Abu Dhabi

Female

Single

Eritrea (UAE local mother)

UAE


Reference:
Available upon request
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