Moustafa 
Moustafa.355903@2freemail.com
CAREER OBJECTIVE 

I am seeking a position that will provide me the opportunity to broaden my experience with new prospects and challenging, also to attain and refine new skills and provide us (Employer & Employee) with a high degree of job satisfaction and rewards. 


EDUCATIONAL QUALIFICATIONS:   
· B.Sc. of Business Administration, Cairo University. 
WORKING EXPERIENCE:
Total # of 19 years experience in UAE
· Organization 
:
Fal Oil Company UAE, Sharjah 
· Position 
:
Public Relation Officer  In Charge
· Period 

:
From 2009 to Present. 

· Organization
: 
Sharjah Oil Company UAE, Sharjah
· Position 

: 
Public Relation Officer 
·  Period 

: 
From 1996 until 2009
Job Responsibility 
Control and management of all employees and staff affairs as a major role in the Company Human Resources Department. Responsible for maintaining employee relations and problem solving, recruiting for open positions including the pre-screening processes, and all new hire and termination procedures. Also responsible for working with managers in disciplinary cases as well as advising managers in employee management issues. Assist in the developing and updating company policies and procedures.  
Prepare and supervise the Company paperwork and documents with full experience in operating and filling in electronic forms of the Ministries and all other governmental Departments.                                                                                          
Maintain awareness of new and emerging laws and regulations for companies and human resources.                                                                                                               
Manage and organize private and public relations in all cities of the United Arab Emirates and Free Zones.                                                                                                          
COMPUTER SKILLS: 

· Windows OS, Ms Word, Ms Excel, Ms Access, Internet. 

PERSONAL SKILLS 

· Able to work in multicultural environment 
· Communications skills. 

· Sales and Marketing skills.
PERSONAL DETAILS. 
· Date of Birth 

:
23/04/1972
· Nationality 

:
Egyptian. 


· Gender 

:
Male 
· Marital Status 
:
Married 
· Visa Status 

:
Employment (Transferable) 

· Driving License 
:
Have Valid UAE Driving License. 

· Language 

:
Arabic, English

