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Curriculum Vitaé             

AMIR 
EMAIL: amir.381649@2freemail.com 
CAREER OBJECTIVE:
To acquire a position that will enhance talents, skills and knowledge. To gain exposure essential to my career advancement; to be a part of a business corporation that values the capabilities of its people and have a desire for continuous improvement.
Interpersonal Skills:
· Able to Deal with different people of various characters.

· Interested in Learning New Techniques and Skills.

· Able to work in group environment.

· Able to work under pressure & handle multi tasks simultaneously.

· Strong communication & persuasion skills, Good Command of English.

· Very strong skills with Word, Excel, Outlook and PowerPoint.

· Strong organization skills.

· Demonstrated customer service experience

· Strong attention to detail

· Strong problem solving abilities

· Experience in Multi-national organization

· Aware of U.A.E labour law & procedures .(labour ministry & Free Zone)
EMPLOYMENT RECORD

North South Technical Works LLC 

HR & Admin Manager



                                    July 2017 till Date
· Maintain and handel all HR and administration related issues.

Q-Gourmet, Pizzaro LLC/Leopold’s of London                     
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HR & Admin Manager



                                    April 2014 to June 20

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Did Recruitment for all the new and current outlets of Pizzaro and lately LOL.

· Opened 10 outlets and hired staff from the local market and overseas for all the departments FOH, BOH, Home Delivery and supporting departments.
· Recruited 300 staff for the new 10 outlets and the current outlets.

· Maintains human resource staff job results by counseling and disciplining employees.
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Implementation of evaluation and succession plan of the new hires and the old staff based on their performance. 

· Handle all employees concerns and issues, investigations. Coordinate with the inter office with regards to employees request and for approval. 
· Handle Staff vacation, emergency and other leave.

· Taking disciplinary action against the staff according to the nature of their mistakes.

· Supervising the visas process and handle any issue related to it for the new hires and the renewals.

· Ensure custody of employees original documents like work permits and passports. 

· Organize work for the Government Relation’s staff and follow up on the tasks assigned to Representative Public Relation Officers on daily basis. 

· Assists the management in handling issues related to police, municipality, economic department, civil defense, courts, embassies, immigration, labour ministry and mall managements. Arrange communication lines for company from Ministry of Communications. 

· Inform and advise staff and concerned departments about changes in government rules and policies. 

· Ensure required insurance policies (PAR, TPL, Money, Fidelity, BI) for outlets and insurance for staff i.e health medical, Life insurance, Workmen Compensation are done in due time and are valid all times. Propose annual budget for the Personnel & Admin function and submit to the management. 

· Ensure the arrangement of occupational health cards, medical certificate for residence stamping, bank account, BFHC, HACCP, removal of relevant records from government ledgers after end of employment. 
· Meeting mall management and liaising with the landlords in case of any issue related to leases at the time of renewal or for any other issue.
· Handle all other HR & Admin issues related to staff and the outlets.
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Al Sayer Retail Establishment (Licensee of Caribou Coffee) - Dubai 
                                                     Member of Al-Sayer Group
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HR & Admin Senior Officer                                                       December 2009 to March 2014
· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Did Recruitment for all the new and current outlets of Pizzaro and lately LOL.

· Opened 26 outlets and hired staff from the local market and overseas.

· Implementation of evaluation and succession plan of the new hires and the old staff based on their performance. 

· Handle all employees concerns and issues, investigations. Coordinate with the inter office with regards to employees request and for approval. 
· Handle Staff vacation, emergency and other leave.

· Taking disciplinary action against the staff according to the nature of their mistakes.

· Supervising the visas process and handle any issue related to it for the new hires and the renewals.

· Supervise office maintenance and security staff at staff housing to ensure housekeeping. 
· Ensure company vehicles are well maintained and schedule drivers for timely conveyance of guests, staff, airport pickup, delivery and other materials. 
· Prepare ledger of Petro net cards, reconcile fuel charges against the usages, make corrections and forward to finance for approval. 
· Monitor operations to ensure that staff members comply with administrative policies and procedures, safety rules, union contracts, and government regulations. 
· Conduct Labour Inspection with the Labour Department and advise Trading Divisions on matters of health, safety and security. 
· Ensure required insurance policies for outlets and staff are done in due time and are valid all times. Propose annual budget for the Personnel & Admin function and submit to the management. 
· Arrange attestation of documents and signature authentication for the authorized persons of the Al Sayer Group and affiliates with Chamber of Commerce, ministries, embassies and follow up the renewal annually. 
· Arrange disposal of company assets by scrapping or reselling and ensure updating of Fixed Assets Track System. 
· Follow up with contractors and suppliers for the maintenance of office equipments and machines. Arrange purchase of consumable items for the in house catering and ensure maximum utilization of provisions. 
· Ensure payment of electricity and water bills for the group through representative PRO/drivers. Coordinate and follow up the process of work permit and work visas for expatriate staff, visa and residency transfer for locally hired staff, visa cancellation, airport exit, etc.
· Inform and advise staff and concerned departments about changes in government rules and policies. 
· Provide appropriate documents for establishment of new company/division. 
· Arrange to obtain and renew company licences and other legal documents on time. 
· Arrange occupational health cards, medical certificate for residence stamping, bank account, BFHC, HACCP, removal of relevant records from government ledgers after end of employment. 
· Ensure custody of employees original documents like work permits and passports. 
· Organize work for the Government Relation’s staff and follow up on the tasks assigned to Representative Public Relation Officers on daily basis. 
· Assists the management in handling issues related to police, municipality, economic department, civil defense, courts, embassies, immigration, labour ministry and mall managements. Arrange communication lines for company from Ministry of Communications. 
· Perform other duties as requested by Management.
Saleh Bin Lahej Hospitality Division (CHILIS) - Dubai  
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HR/Admin Coordinator          



         November 2007 to December 2009
· Assist and coordinate in screening and recruiting. 
· Around 350 employees were recruited during my tenure in the company.
· Handle and finalize tasks in the labour ministry, employee visas process, cancellation process, company trade licenses. 

· Handle all employees concerns and issues. Monitor operations to ensure that staff members comply with administrative policies and procedures, safety rules, union contracts, and government regulations. 
· Coordinate with the inter office with regards to employees request and for approval. Keep all staff data and update staff files.
· Keep updated records of active staff work permit, residence, civil ID, municipality health cards, health insurance, BFHC. 
· Handle the day to day operations of the HR & Admin office, guides and manages the administration of the human resources services, policies, procedures and programs. 
· Carry out responsibilities in the departmental, human resource information system, employee relations, benefits, compensation, final settlements and leave settlements. 
· Coordinate with the recruitment agencies for any clarifications concerning required positions. Handle filing and tracing system of recruitment. 
· Look after and supervise all the employees’ relations cases and issues regarding leaves, promotion, salary increment, performance evaluation, investigation, visa cancellation, exit interview, air ticket booking, etc. 
· Look after of tasks in the labour ministry, employee visas process, cancellation process, company trade license renewal, labour complaint, employees’ work permits and residence visa and O.H Cards renewal.
· Handles and taking care of any work related to personnel department. 
Unique Passenger Transport By Bus Rental LLC - Dubai      
HR Officer/Administrator                                                                August 2004 to November 2007  
· Recruit drivers for the new vehicles as per requirement and rent vehicles for the new projects.
· Plan, organize and manage the work of subordinate staff to ensure that the work is accomplished in a manner consistent with organizational requirements. 
· Ensure all the supervisors and drivers performing their duties properly.

· Make and implement drivers schedule with the help of supervisors.

· Direct investigations to verify and resolve customer complaints. 
· Ensure custody of employees original documents like work permits and passports. 
· Organize work for the Government Relation’s staff and follow up on the tasks assigned to Representative Public Relation Officers on daily basis. 
· Assist the management in handling issues related to police, municipality, economic department, civil defense, courts, embassies, immigration, labour ministry and clients.
· Arrange communication lines for company from Ministry of Communications. 
· Perform other duties as requested by Management.
· Serve as contact persons for all workers within assigned territories. 
· Implement schedule and policy changes. 
· Collaborate with other managers and staff members in order to formulate and implement policies, procedures, goals, and objectives. 
· Monitor operations to ensure that staff members comply with administrative policies and procedures, safety rules, union contracts, and government regulations. 
· Ensure company vehicles are well maintained and schedule drivers for timely conveyance of guests, staff, airport pickup, delivery and other materials. 
· Promote safe work activities by conducting safety audits, attending company safety meetings, and meeting with individual staff members. 
· Monitor spending to ensure that expenses are consistent with approved budgets. 
· Direct and coordinate, through subordinates, activities of operations department in order to obtain use of equipment, facilities, and human resources. 
· Direct activities of staff performing repairs and maintenance to equipment, vehicles, and facilities. Conduct investigations in Cooperation with government agencies to determine causes of transportation accidents and to improve safety procedures. 
· Analyze expenditures and other financial information in order to develop plans, policies, and budgets for increasing profits and improving services. 
· Negotiate and authorize contracts with equipment and materials suppliers, and monitor contract fulfillment.
· Supervise workers assigning tariff classifications and preparing billing.
· Recommend or authorize capital expenditures for acquisition of new Vehicles/equipments in order to increase efficiency and services of operations department. 
· Prepare management recommendations, such as proposed fee and tariff increases or schedule changes. 
· Conduct employee training sessions on subjects such as hazardous material handling, employee orientation, quality improvement and computer use. 
· Provide administrative and technical assistance to those receiving transportation-related grants. Direct procurement processes, including Vehicle/equipment research and testing, vendor contracts, and requisitions approval.
Doctor Abdel Salam Bishr Clinic - Dubai         
Administrator                                                                             Feb 2002 to September 2003

· Manage the day-to-day activities within the office and the workshop. 

· Ensure custody of employees original documents like work permits and passports. 

· Ensure proper filing of all the patients. 

· Organize work for the Government Relation’s staff and follow up on the tasks assigned to Representative Public Relation Officers on daily basis. 

· Assists the management in handling issues related to ministry of health.

· Deal with laboratories and pharmaceutical companies. 

· Follow up about the orders.

· Perform other duties as requested by Management.
Al Mandoos Aluminum & Glass Works - Ajman         
Administrative Assistant                                                                 July 2001 to September 2002
· Manage the day-to-day activities within the office and the workshop. 
· Ensure custody of employees original documents like work permits and passports. 
· Organize work for the Government Relation’s staff and follow up on the tasks assigned to Representative Public Relation Officers on daily basis. 
· Deal with customers and prepare all the quotations and follow up for payments.
· Perform other duties as requested by Management.
EDUCATIONAL BACKGROUND:

· Bachelor of Arts Degree (Law and Political Science), Peshawar University, Pakistan       
· Faculty of Science, FG College Islamabad, Pakistan

· Diploma in English Language, National University of Modern Languages,Islamabad, Pakistan

· Diploma in Human Resource Management (Al Ghurair University, Dubai, U.A.E)

· Certificate in Business English, British Council, Dubai, U.A.E

· Basic Food Hygiene Certificate, Boecker Food Safety (Royal Institute of Public Health),U.A.E
COMPUTER SKILLS:
Diploma in Computer Programs (Windows, MS Word, MS Excel, Power Point, FoxPro)

From Pak Computer Institute

Certificate in English Typing (50 WPM)
Exposure to Internet and all office equipments.
DRIVING LICENCE:
Holding 13 years old Light Motor Vehicle U.A.E Driving License.
LANGUAGES KNOWN:
Arabic, Urdu, Hindi, English, Pushto and Russian Basic 
PERSONAL DATA:
Date of Birth                           :           04-03-1978

Marital Status 


:
Married
Nationality 


:
Pakistani 

Visa Status                              :           Employment Visa
[image: image8.png]



