AHMED 




Address

: Abu Dhabi, UAE 
Email Add
: ahmed.367935@2freemail.com  
Career Objective

Seeking a suitable reputed organization that focuses on growth and profitably in which motivation, efficiency and dedication are most desirable traits. I would like to assist in the development of a progressive organization and to work my way up to potentially be a part of the senior management team.
Summary
Profile



:
Male,31, Single 
Nationality


:
Egyptian

Religion



:
Islam

Current Location

:
Abu Dhabi

Availability to join

:
30days

Driving License

:
Valid UAE Driving License (2009)
Work Experience

August 2011- up to date – ALSA APOLLO KITCHEN INTERNATIONAL

Public relation – Human resource executive.  
ICAD 1, Musaffah, Abu Dhabi

· Overall in-charge in processing and handling administrative works for all labours in the factory and site. 
· Updates and Monitors in the database system of all employees’ visa, passport, health insurance and other documents subjected for renewal.
· Working closely with department heads, increasingly in a consultancy role, assisting line managers to understand and implement company policies and procedures.
· Reviews & selects applications of the candidates suitable for job opening. 
· Responsible in assisting clients & guests by introducing the company activities and product itself, act as public relation officer, if needed. 
· Assist with the administration and maintenance of the staff performance review process.
· Responsible in processing all immigration documents such as VISA, ID/s and other legal documents required by the government. 
· Direct reporting with the CEO for the smooth implementation of the team strategy.
· Maintain up-to-date flow of information both internal and external. 
May 2011- August 2011 – AROUND THE WORLD MANPOWER AGENCY 
Business Service Support
Bainunah, Abu Dhabi

· Coordinates the administration of the Recruitment and Selection processes, working in conjunction with Human Resources Coordinator to assist in all facets of the recruitment and selection process.

· Facilitates new employee information and maintenance to the Payroll unit.

· Assist with the administration and maintenance of the staff performance review process.
· Maintains human resources data base to ensure correct recording of all staff and employment related information as required.

· Coordinate and maintain the Human Resources personnel filing systems.

· Responsible for doing follow-ups those registered staff in the embassy.

· Authorized representative by doing direct contact for Overseas Manpower Agencies.

· Handles in procuring of computer hardware supplies.

· Responsible in planning, delivery and training including inductions for new staff.
June 2009- April 2011 – RELAX INTERNATIONAL CONSULTING & TRAINING
Administrative Supervisor/ Head IT Assistant
· Conducts training  programs to the  clients  on how to develop existing  process of HR and Administration department.
· Evaluates and creates a process by giving technical support in all aspects of IT department.
· Provides manuals and other peripherals that can be used as guidelines for client needs. 
October 2008- May 2009 – NQOOD FINANCIAL BROKERAGE

Customer Service Supervisor
· Handles incoming and outgoing calls for all general queries and complaints and answering those clients have a concerns with theirs accounts.
· Monitors and updates in the data base the existing accounts of each clients in stock market.
· Entries all the details of new and old accounts in the data base.
· Maintain proper filing of all important and original documents of each client.

Sep 2007 – August 2008 – HOME CARE DECORATION AND CONTRACTING
Customer Service Support

· Data entry

· Market research and analysis
· Customer project amendments

· Coordination with  the team for execution of project

· Meeting and negotiating with the clients

Educational Background






Bachelor Degree in Business Administration (Information System - 2007)
Trainings & Other Affiliations
*ICDL Certificate (Office 2007)
Management Skills Course Basic Level
Major Strengths

· Enthusiastic and hardworking nature

· Highly motivated, cooperative and effective team player

· Excellent in time management

· Quick grasping in new concept

· Excellent communication and interpersonal Skills

· Able to work in busy environment

· Experienced in dealing with people from different cultural background

· Optimistic and strong belief in creativity

· Well developed in organizational abilities

 Computer Skills
· Proficient in using MS Office applications (Word, PowerPoint, Excel, etc.) 

· Typing Speed of 30wpm

· Hardware, software & windows support

· Excellent knowledge of windows & insulation
Languages

Arabic



:
Mother Tongue

English



:
Fluent
Character Reference

Can be provided upon request.
CV of – HR Management, Public Relation 
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