

Extensively experienced Human Resources Manager with expertise in industrial relations as well as overall management skills including staff management & project leadership with 13 years of HR experience in UAE.
Excellent knowledge of UAE labor law.

Company: Jouzy Consulting Engineers (an Axianta International company) Dubai – UAE.
October 2015 – current

Job Title: Human Resources Manager

Responsibilities:

· Responsible for the HR functions within Company
· Member of the management team in Company 

· Manage recruitment and selection of all new employees.
· Provide consultation to management on employee relations issues, and manage all disciplinary issues within the company. Manage all redundancy situations including calculations, financial guidance and communications to affected employees.
· Develop and update the company policy.
· Work closely with management and employees on all grievance issues within the company. 

· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives.

· Provide senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount.

· Management of the full recruitment process including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.
· Responsible for the development and delivery of the employee induction program. 

· Design and implementation of a company-wide performance management system that is linked to the core vision and objectives of the business. Provision of on-going consultation to management on performance related issues.
· Design of a merit increase and salary review system with built in factors such as salary review budget, company performance, individual performance, market rate of the job and internal equity to ensure fair and equitable review of salaries within the business.
· Checking the payroll and preparing the salary transfer files as per the WPS and make sure all timesheets are updated and cost distribution is correct.

· Prepare the budget required for the HR department on monthly basis.
· Update the database of employees to make sure all records are updated.
· Delivery of training to employees on a regular basis – e.g. induction training; quality training; training on effective recruitment and performance management.
· Administering the P.R.Os to make sure all licences, work permits, visas, health insurance cards are renewed as per the schedule.
Company: ARMEPCO LLC (Abu Dhabi – UAE)
September 2007 to October 2015

Job Title: HR Manager


Responsibilities:
· Recruitment of manpower which includes sourcing out CV’s screening candidates, Short-listing CV’s, Arranging Interviews for the selected candidates and preparing offer letters for the successful candidates.
· Monitor the attendance and vacation status of the employees.

· Maintain personnel records database to be sure everything is updated.

· Provide HR support to New Employees and ensure all employees have received an induction into the organization.

· Administer the P.R.O to make sure all licences, work permits, labor cards, visas, health insurance and security passes are renewed as per the schedule.

· Prepare correspondence such as salary certificates, driving license letters in Arabic and English.

· Develop and execute HR policies and procedures.

· Provide advice to managers and employees regarding HR issues.

· Compensation and benefits administration.

· Checking the Payroll, timesheets, overtime requests and Cost Center distribution and preparing the salary transfer file as per the WPS.

· Submit the Personnel latest estimates for all personnel costs to Finance Department on monthly basis.

· Manage the Labor camps and accommodations and renewing the contracts.
Company: Future Pipe Industries L.L.C – Abu Dhabi
September 2005 to September 2007

Job Title: HR Officer
Responsibilities:
· Payroll administrator, control timesheets, overtime requests and Cost center distribution.

· Mobilization & demobilization of manpower inside and outside the country.

· Support all staff and employees with the necessary documents, formalities and services in all personnel & Administration field.

· Follow up renewal, cancellation of residence, work permits and passports' renewal.

· Undertake all the Arabic and English typing for the department, and

· Prepare all Forms and documents required for submission to the respective Ministries and follow up with PRO to make sure all visas, labor cards, security passes are renewed on time.
· Update camp man days.

· Provide transport facilities and controlling vehicles movements.

· Supervise subordinators, such as clerks, office boys, drivers and Security guards.

· Prepare schedule for Drivers and assign their jobs ensuring overtime is minimized.
Company: New Tower Medical Store – Abu Dhabi
January 2004 to September 2005

Job Title: HR Assistant

Responsibilities:
· Prepare the timesheets and payroll.

· Prepare all the Arabic and English typing for the department.

· Follow up renewal, cancellation of visas, work permits and passports.

· Update the records in the system and personal files.

· Support all staff and employees with the necessary documents, formalities and services in all personnel & Administration field.

· Prepare all Forms and documents required for submission to the respective Ministries and governmental departments.
Internship:

Safir Homs Hotel -5 stars- (Homs-Syria)

July 2002 to December 2003

Front office operations


· Diploma in Hospitality (graduated in 2003)

             Homs-Syria

· High School Diploma (graduated in 2001)

             Homs-Syria

· Microsoft Office “Word, Excel, Access, PowerPoint” & Outlook (Expert Level).

· Strong Typing skills and other HR Systems.

Date of Birth: 23/07/1983
Nationality: Palestine

Driving Licence: UAE D/L since 2005

Visa Status: Employment (transferrable)

Languages know: Arabic (Native), English (Fluent), French (Fair).


Reading and Travelling.

Available on request.
Rami 


� HYPERLINK "mailto:Rami.363994@2freemail.com" �Rami.363994@2freemail.com� 
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