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Name


: 

Fatima 
Date of Birth

: 

30 November 1984

Nationality

:

Nigerian
Marital status

:

Married
Current location 
:

Dubai, UAE




Fatima.354442@2freemail.com
PROFILE:

A HR Professional qualified with a CIPD accredited Master’s Degree in Human Resource Management and over 11 years’ experience (in a Multinational and an SME) in the UAE with a passion for innovation and a drive for solutions.
EDUCATION/QUALIFICATIONS:
· CIPD accredited MA Human Resource Management from Middlesex University in Dubai, UAE (2013)
· BSc. in Business Administration with emphasis on International Business from The National American University (2005), Sharjah, UAE. 

CAREER HISTORY
FUNSHO MANAGEMENT CONSULTANCY (previously known as AMG Properties and Investments)
HR Manager (Sept ’10 until date) - Dubai, UAE
Duties and Responsibilities

· Formulated, developed and implemented HR strategy (including recruitment and selection policy/practices, discipline, grievance, counseling, pay and conditions, contracts, training and development, succession planning, moral and motivation, culture and attitude development, performance appraisal and quality management issues) across 5 countries globally.
· Established and maintained appropriate systems for measuring the relevant aspects of the employee life cycle.
· Liaised with other functional / departmental head so as to understand all necessary aspects and needs of HR development, and to ensure they are fully informed of HR objectives, purpose and achievements.
· Maintained awareness and knowledge of latest HR tools and local Labour laws and provide discernable interpretation to directors, managers and staff within the organization.
· Ensured activities meet with and integrate with organizational requirement for quality management, health and safety, legal requirement, environmental policies and general duty of care.
· Audited and authenticated all documents related to legal, salary statements and distribution, policies etc.
· Developed an effective yet simple performance management system which included tools for appraisal, job evaluation and development.
· Planned and directed employee training programs by identifying individuals with specific skills within the organisations getting them certified to train other employees on the same skills. 
· Manage and control departmental expenditure within agreed budgets.
HALCROW INTERNATIONAL PARTNERSHIP

HR Business Partner (Property and Maritime Business groups, Feb ’09 – Aug ‘10) - Dubai, UAE
Duties and Responsibilities

· Worked in partnership with the business areas, to fully understand the key business drivers and needs, of current and future challenges; interpreting departmental and business unit plans to develop talent management strategies and succession and resource plans.
· Provided integrated HR support to the business groups’ senior management team, translating business group plans into specific HR requirements and projects and monitor such projects to ensure they deliver business improvement and are aligned with organisational objectives.
· Coached and supported Managers in order to ensure they fulfil the people management aspects of their role with openness, transparency while being mindful of equality and diversity concerns.

· Provided HR contribution to projects, identifying interdependencies which have a people impact, and influencing the decisions made. 

· Worked with HR colleagues to ensure consistent, proactive HR support and activity is focused to deliver the overall business agenda. 

· Scoped and challenged existing HR policies and practices with appropriate HR specialists and seek to continuously improve the services provided to the business.
· Carried out downsizing and restructuring activities for over 600 staff across the GCC in line with business needs and ensuring that proper communication is of the process is carried out throughout.
· Participated in the implementation of special projects such as new payroll system analysis and implantation.
Recruitment Partner (Transportation and Maritime Business Groups, Jan ‘08 - Jan ‘09) - Dubai, UAE
Duties and Responsibilities

· Provided a proactive and timely recruitment service to multi-site businesses, ensuring that resource planning requirements are clearly identified and recruitment activity prioritised accordingly.

· Worked with Regional Resources Directors and Managers to ensure that projects are appropriately staffed via internal and external recruitment activities.
· Managed and organized all hiring processes from start-to-finish: sorting resumes, pre-screening candidates, interviewing, preparing and negotiating employment contracts, and all other on-boarding activities.
HR Officer (Water & Power Business Group, Jul ‘06 - Dec ‘07) - Sharjah, UAE
Duties & Responsibilities:

· Supported the Business groups with all aspects of employee lifecycle from recruitment to retirement by managing the administration of the all human resources policies, procedures, and programs.
· Provide recruitment interface, timely on boarding of staff, induction to Halcrow and to his/her specific skill group and ensure a regular communication and support is maintained to the Business group/skill group leaders and staff.

· Maintain the personal records of employees on matters such as wages, promotions, leave and training, and prepare associated management reports.

· Analysis of Manpower requisition & liaising with Recruitment Executives/ Consultants.

· Pre-screening candidates and conducting personnel interviews.

· Handling of joining formalities & ensuring the proper induction to the organization.

· Ensure the proper implementation of HGBS (Halcrow Group Business Systems) procedures in line with the ISO Audit requirements.

· Managing large scale recruitment activities from different countries for junior as well as senior levels staff.
HR Assistant (July ‘05 - July ‘06) - Dubai, UAE
Intern (June-July 2005) - Dubai, UAE
ADDITIONAL INFORMATION:
Competencies:
· Communication - able to adapt communication to audience using written and oral presentations.
· Planning & organising - able to plan & prioritise work according to importance.
· Analytical thinking – able to identify key issues, assess situation and decide on best action.
· Initiative - able to adapt existing approach to suit situation in hand.
· Flexibility - able to manage change and remain flexible to individual situations.

· Teamwork - able to work with others and learn from their experiences.
Areas of Expertise:

· Recruitment and Selection

· Performance Management

· UAE Labour Law

· Payroll Administration

· Policy Formulation

· Compensation and Benefits

· Talent Management

· MS Office: Excel, Word, PowerPoint, Outlook and Access.[image: image1.png]
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