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                Amr
Email: amr.373997@2freemail.com
Senior Managerial Profile

HR Business Support – HR Finance and Service Delivery – HR Operations – Employee Relations 

Manpower Planning | Budget & Expense Management | C&B | Restructuring | Employees Services and Relations
Policies and Procedures
Snapshot: HR Professional with diversified experience – generalist and specialist, line and consulting, multiple industries and countries. Have directly managed senior stakeholders, internally within my organizations and CEOSs. Experienced across multiple industries (Banking, Hospitality and Real estate). Special expertise in leading teams, planning and managing the manpower and budget, polices and SOPs design, HR operations and service delivery channels, employee relations.
Proactive Human Resources professional bringing the following transferable strengths:
Manpower Planning
Budget Management 
HR Expenses Management
Change Management and Restructuring
Employees Services and Employee Relations 
HR Operations/Payroll Management
Relationship Management
	
	Executive Synopsis
	

	
	
	


· Expert in designing and managing Manpower plan and Budget process for the entire organization including HR Expenses Management (self-funding and affordability model, employee capacity model).

· Specialist in establishing HR Finance and Services Frameworks, including the drafting of relevant policies and procedures, appetite, SLAs, and controlling breaches in policies and regulations.

· Expert in designing effective HR Analytics and Reporting tools in the areas of people and cost metrics including MIS, Hiring and Attrition, Headcount and Staff Cost. 

· Experienced in HR service delivery channels and employee relations including HR Service Desk and Employee Self-Services.

· Proficient in steering Internal Control activities and Organization.

· Adept in handling Business Support, Employee Relations, process enhancement, Administration, and other Human Resources initiatives.

· Versatile and innovative leader with superior perfection and punctuality, excellent interacting and team playing skills, excellent analytical and linguistic etiquettes, and expertise in MS Office applications and various HR systems such as Oracle and MS Dynamic. 
	
	Professional Experience
	

	
	
	


Central Bank of The U.A.E, Abu Dhabi, UAE
Head of Employee Relations and HR Operations: December 2016 to present
· Playing a key role in establishing in-house centers of excellence for business transformation, changing culture, prioritizing and delivering early wins. 

· Leading the progress and execution of HR key initiatives related to Employee Relations and HR Operations as part of HR transformation.  

· Oversee and lead the Employee Relations function in Human Resources for 800+ employees in UAE.

· Carry out the onboarding and exit process, manpower planning and budget, policies and procedures development and re-design and HR service delivery.
Key Responsibilities - Employee Relations:
· Reviewing and redesigning HR Manual (Policies, Procedures, Code of Conducts, Employee Handbook and Employment Contract) 

· Communicate HR solutions and programs to department heads and key stakeholders.

· Manage the execution of people related process and actions.

· Collaborate with Legal Department in the area of employee relations.

· Attend employee grievance hearings and coordinate with investigation committee members.

· Recommend changes to policies and benefits programs based on business needs.

· Manage the onboarding and exit process to ensure the delivering the best service. 
Key Responsibilities - HR Operations:
· Managing HR Operation function, providing consultation and guidance to stakeholders including the administration of staff allowances, UAE Nationals pension, medical and life insurance programs, monthly and daily payroll, hiring process, end of service benefit and leave module.

· Reporting to the Head of Human Resources.

· Supervising a team of 6 HR Officers.

· Managing the administration of the organization manpower planning and budget with expertise.

· Managing the Administration of the HR budget (Learning, Recruitment, OD, P&R, Engagement and Talent)

· Monitoring the Balance Score Card for business and building an effective tracking mechanism.

· Administering the organization Dashboard from HR perspective.

· Ensure accurate operation and functioning the HR Analysis unit. 
Projects Management:
Managed the execution of the following projects:

· HR Manual: partnered with external consultants to review and re-design the HR Polices and Procedures, SOPs, Employee Handbook, Code of Conduct and Employment Contract by setting up scope, roles and responsibilities, tools and techniques, and timeline. 
· ERP Solution – HRMS: being the first point of contact with the implementation vendor, designed the HR requirements, managed resources to ensure meeting the deadlines. 

First Gulf Bank, Abu Dhabi, UAE
Senior Manager HR Finance and Services: January 2007 to December 2016
Career Progression:

Senior Manager HR Finance and Services – Business Partnering: October 2011 to December 2016
Assistant Manager Compensation & Benefits: September 2009 to September 2011

Senior Officer HR Operations: January 2007 to September 2009 
· Oversee and leading the HR Operations management and employee relations for 1500 employee in UAE and assist in with international offices and branches.

· Carry out the onboarding and exit process, manpower planning and budget, policies and procedures development and HR service delivery.
Key Responsibilities as SM HR Finance and Services – Business Partnering:

· Supervising a team of 6 employees.

· Reporting to the Head of Human Resources Business Support.

· Administering the organization Manpower Planning and Budget with expertise.
· Communicate all HR development opportunities to business stakeholders to help attracting and retaining desired workforce.  

· Administering the HR Budgets (Learning, Recruitment, OD, P&R, Engagement and Talent) and tracking the HR expenses.
· Managing HR Operations activities including the administration of Staff Allowances, UAE Pension, Medical and Life Insurance Programs, Monthly and Daily Payroll, Hiring Process and Onboarding, Exits and End of Service Benefits, Leave module. 
· Monitoring HR Service Delivery and HR Technology Development through the supervision of the HR Services & Technology unit.

· Ensuring suitable and satisfactory HR Communication channels aligned with organization objectives and Employee Value Proposition. 

· Monitoring the Balance Score Card for GHs and building an effective tracking mechanism to the BSC data.

· Ensuring adequate supervision over the functioning of the HR Finance and Planning unit.
· Administering the organization Dashboard from the HR perspective. 
· Ensuring accurate HR Analytics tools in the areas of people metrics, cost metrics, reporting, and advanced and predictive analysis.
· Monitoring HR Help Desk and Case Officers performance to ensure the excellence of service delivery as well as to identify areas of improvement.

· Managing the reporting of Key Risk Indicators for HR Business Support.  

Key Accomplishments:

· Established Standard Operating Procedures for HR Business Support activities such as staff allowances, payroll, MPP, SOB, HRMS and personal records access, Leave process.
· Designed “Self-Funding and affordability Model” to drive and manage the Manpower Plan and Staff Cost for the entire organization.
· Introduced and supervised the implementation of HR Help Desk system.

· Completed the restructuring of HR Operations department.

· Established the HR operating model in Dubai First post acquisition process.  

· Planned and arranged for various HR projects to introduce Service Improvement Opportunities such as Job Shadowing within HR Business Support team. 
· Over achieved Customer Satisfaction rate of 98% against target of 90% on both personal and organization levels.
Key Responsibilities as AM C&B:

· Supervising a team of 2 employees.

· Directing the Compensation and Benefits activities to deliver the desired business results.
· Working closely with Recruitment department to assist managers in compensation selection.

· Studying market to assess industry trends. 
· Preparing and distribute written and verbal communications to inform employees of benefits programs and policies.

· Preparing annual Bonus scheme aligned to drive business requirements.

Key Accomplishments:

· Assisted in the implementation of Idkhari - Emirati Saving Plan.
· Developed the reporting system on C&B activities.

Hyatt Hotels Corporation, Dubai, UAE
September 2005 to December 2006
Career Progression:

Payroll and Accounts Payable Supervisor: September 2005 to December 2006 – Dubai, UAE

Payroll and Accounts Payable Supervisor: January 2002 to September 2005 – Sharm El Sheikh, Egypt

In charge of the payroll and payable function of Hyatt Hotels Group (Grand Hyatt, Hyatt Regency and Park Hyatt) through the shared service center for more than 5000 employees, under the supervision of the Director of Finance. The chain is now one of the largest global hospitality providers.

Key Responsibilities:

· Supervised the daily operations of assigned payroll unit.

· Prepared the monthly payroll in coordination with Human Resources department for the major three properties (Grand Hyatt, Hyatt Regency and Park Hyatt)
· Ensure timely, error free disbursement of monthly payroll.
· Established payroll related policies and procedures.

· Monitored properties accounts and ensured payments are up-to-date.

· Prepared General Ledger journal vouchers and maintained an accurate reconciliation of GL accounts.
· Supervised the supplier’s payments

	
	Previous Experience
	

	
	
	


Arab African International Bank, Cairo, Egypt
Employee Relationship Officer: 2000 to 2002
Being the first point of contact for senior and hiring managers, providing support, advises on all Employee Relation issues, manpower and replacements, case management effectiveness such as disciplinary cases and PIPs for employees under the expected level of performance. 
Commercial Bank International, Cairo, Egypt
Customer Service Agent: 1998 to 2000

Being the first point of contact for the Bank’s customers, responding to variety of requests and inquiries related to bank products such as bank accounts, loans, credit cards and other credit facilities via telephone or in person. 
	
	Academics
	

	
	
	


· Certified HR Analytics and Metrics Professional | MEHR, Dubai, UAE | 2016
· Global Remuneration Professional | WorldAtWork, Abu Dhabi, UAE | 2014
· Bachelor in Commerce | AIN SHAMS University, Cairo, Egypt | 1995 – 1999
	
	Trainings, Seminars, and Workshops
	

	
	
	


· BCB for Managers | FGB Business School, Abu Dhabi, UAE

· Banking Business Dynamics | FGB Business School, Abu Dhabi, UAE
· HR Management Skills | World At Work, Dubai, UAE
· Financial Modeling and Budgeting | IIR, Dubai, UAE
	
	Personal Dossier
	

	
	
	


· Sex




: Male
· Date of Birth



: 10th June, 1976
· Languages Known


: English, Arabic, and Russian
· Marital Status


: Married (With 2 Children)

· Interests



: Reading & Music 

· Nationality



: Egyptian
~ References Available upon Request ~
Full Name (Expand your Initials as well) Amr Adel Amin
•    Gender & D.O.B, Age: Male, 10/06/1976
•    Nationality: Egypt    
•    Marital Status  / Children/s: Married, 1 child     
•    Qualifications : Bachelor in Business Commerce     
•    Total years experience: 12 years    
•    Current Employer and Current Title: Senior Manager Employee Relations at Central Bank of UAE    
•    Current Package: AED 40,000   
•    Current Benefits: Annual airfare, education allowance, annual bonus, medical and life insurance   
•    Expected Package: TBD
•    Expected Benefits: Annual airfare, education allowance, annual bonus, medical and life insurance   
•    Current Location: Abu Dhabi, UAE    
•    Notice period: 1 Week    
•    Any Comments:

