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353661@gulfjobseekers.com 
Human Resources Manager / Any Appropriate Position in Human Resources
Personal Summary

Certified International Corporate Human Resources Management, a skilled communicator, highly organized, detail-oriented & independent, conscientious self-starter, flexible & analytical with a keen eye for details, energetic, confident professional, an organized & detail-oriented, able to prioritize & delegate tasks effectively to ensure timely project completion within a team environment, decisive, efficient team approach, strong meeting planning & facilitation skills, build relationships of trust, creative, resourceful, able to adapt to changing priorities & maintain a positive attitude & strong work ethic.


Experiences have been gained operating from both practical & administrative standpoints. Responsibilities have encompassed a wide range of activities involving such as; Managerial, Supervisory and liaison at all levels i.e. Human Resources, Front Office, Engineering, Transportation, and Accommodation & Airlines.


Such experiences have cultivated skills in management, communication, planning organizing. These attributes have been effectively applied ensuring overall efficiency & achievement of all objectives and be making sure that employees perform better to achieve the company’s goal as a team.

Expert in using people management skills to drive performance and attract the most qualified Employees. Currently, I am responsible for keeping staff committed to the company, and at the same time boosting their job satisfaction levels. 

Experienced to run the HR operations in professional manner. Key strengths includes employee termination, detailed personnel records administration, ensuring legal compliance and ability to handle in professional manner all the disciplinary issues appropriately, employee welfare, associates accommodation (up to 1,200 Associates), employees dining restaurants (seven different locations for 1,200 Employees’), employees’ transportation, Health Insurance, Occupational Health Cards. 
Passionate and the ability to have a real impact on the direction and development of Human Resources within a company. Trusted safe pair of hands on all employee related matters, and continuous improvement of HR policies and procedures. Responsible for coming up with effective HR solutions and strategies that are in alignment with the company’s set goals. As a true professional, continuously revises HR Policies and goes out of the way to uphold cohesive employee relations. 
Key strengths include; having extensive knowledge of Human Resources information systems, and being able to create a competitive advantage for the company at all operational levels.
Right now I am looking for a suitable position within the progressive, an ambitious trust based cultured organization that appreciates its employee’s talent, drive & experience and wants to recruit talented and proven leaders.

Objective

Aim is to be part of a progressive organization in which achievements, hard work & dedication are recognized & appreciated. I am looking for an employer who is prepared to empower me in-order to best utilize & benefit from my skill set for the overall good of their business.

Areas of Expertise 

· Recruitment and retention strategies 

· Employee orientation
· Employee engagement
· Identifying potential & Talent
· Negotiation tactics
· Salary administration

· Rewards and Career development management

· Succession strategies planning

· Regulatory compliance
· Workforce planning

· Dispute resolution
Responsibilities 

· Driving operational improvement and maximizing the value of the asset base while ensuring a tight control on operational costs.

· Responsible and continually keep changing to improve the operation’s quality as per standards of performance.

· Responsible for managing the entire recruitment process from start to finish.

· Responsible for effectively managing and motivating the Human Resources team.

· Responsible for creating a flexible and focused workforce which is 'fit for purpose'.

· Culminating in current responsibilities, coordinating with-in the departments and supervising to drive scheduled annual strategic action plan actively by utilized resources efficiently. Encouraging, identifying and developing best practice strategy.
· Responsible for joining formalities until the completion of Visa process.
· Responsible for Employees’ welfare and provides detailed counseling to individual employee, who has performance related obstacles. They are also expected to explain the various policies, strategies and benefits to employees.

· Responsible to keep up-to-date to all employee for any new/update of policy and procedure and motivate the employees on daily basis by sending appreciation or gratitude mails.

· Responsible for employer and employee celebrations.
Achievements

· Developed efficiency-enhancing workflow/process improvements that made it possible to accommodate increasing responsibilities and Increased staff utilization via effective deployment practices necessitated by casual staff reductions and successfully delivered 257 activities during 260 working days in a year (record in 30 years).

· Decreased departmental expenditures 15% by Implemented needed controls on stock/supplies/reusing and standardizing ordering procedures during events.

· Saved thousands of AED by bringing formerly outsourced stored items during events or arranged in-house.

· Received district-wide recognition from District Management for outstanding performances.

· Decreased departmental expenditures 15% - 17% by using excellent negotiation skills. 

· Trained a number of subordinates within a couple of months.  Consequently, increased service staff’s efficiency by 35% among seven cafeterias. 

· Saved thousands of AED by revising the annual contract and arranging refreshments in-house during undersized events.

· Reduced large numbers of staff complaints from 85% to 35% by strategic plans and helped drive a 50% increase in customer satisfaction (as measured by a customer survey in 2011)

· Achieved above targeted budgets in all operations.

Career History  
	Quick Registration, Dubai, U.A.E.
	                   May 2016 to Present


Human Resources Manager 
	JA Resorts & Hotels, Dubai, U.A.E
	Oct 2012 - Mar 2016


Cluster HR Executive – Associates Welfare, 

	Rixos The Palm,  Dubai, U.A.E. (Pre-opening Team member)
	May 2012 - Sept 2012


Employee Benefit Relation Manager
	Sofitel Abu Dhabi Corniche, U.A.E (Pre-Opening team member)
	Dec 2011  - May 2012


Accommodation Officer

	Mövenpick Hotel Jumeirah Beach. Dubai, U.A.E (Pre-Opening team member)
	                                                                  Oct  2009  - Dec 2011 


DYNAwin Operator

	Le Royal Meridien Beach Resort & Spa, U.A.E (Pre-opening team member of Grosvenor House)                           Sept 1999 – Mar 2009                                                                                                                                                                                                          
	       


Secretary to Technical Director
	Kuwait Airways Corporation, Kuwait.
	 Dec 1995 – Nov 1996 


Sales Counter Staff
	Al Mashal Travels, Kuwait.
	 Jul 1995 – Nov 1995 


Sales Supervisor
	Ahmed Food Industries Private Limited, Pakistan.
	 Aug 1992 - Nov 1994 


Provincial Sales Coordinator 
	Cyanamid Pakistan Limited , Pakistan, 
	 Jul 1990 – July 1992 


Personal Assistant to Administrator & Human Resources Director 
Education & Professional Development

Ongoing professional development through courses in Dubai and workplace training:

Academic Education

2004 – M.C.P. (Microsoft Certified Professionals with 89%)  

1997 – Post Graduate Diploma in Computer Science (Programming Languages, Hardware, Web Designing)

1990 – Bachelor of Science

Professional Development
2014 – Certified International Corporate Human Resources Management (Membership no AMAIBM/10013)

2014 – Certified International Corporate Human Resources Manager (Advance)

2011 – Cross Training in HRD (Focusing on Accommodation &Associates Welfare)

2011 – Coaching for improved performance

2011 – Train the Trainer (Training and Assessment)

2001 – 2008 Team Building (annual programme – attended regularly)
2002 – Certificate of Office & Administration Development Course
2000 – Commitment to Excellence (8 Modules) 

2000 – Certificate of Basic First Aid Course

1999 – Intermediate Ticketing Course 
1999 – Basic passenger Sales & Tariff Course.
Awards & Recognitions

1993 – Employee of the Year – Ahmed Food Industries, Karachi, Pakistan 

2003 – Nominated for Employee of the Month – Le Royal Meridien Beach Resorts & Spa. Dubai, U.A.E.

2010 – International Women’s Day - On Best Performance - Mövenpick Hotel Jumeirah Beach, Dubai, U.A.E.

Training & Courses 
· Completed numerous courses and seminars related to customer service, sales strategies, inventory control, loss prevention, time management, leadership, performance assessment and food safety.

· Coaching for improved performance

· Train the Trainer (Training & Assessment)

· Team Building (annual program – attended continuously  regularly)
· Certificate of Office & Administration Development Course
· Commitment to Excellence (8 Modules) 

· Certificate of Basic First Aid Course

· Intermediate Ticketing Course 

· Basic passenger Sales & Tariff Course.

· Leadership & Employee Engagement Program

· HACCP Internal Auditor

· Certified On Job Skills Trainer

· Recruitment strategic  
Reference

Available on Request.
