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Human Resources Administrator
Achievements

· Planned, launched and implemented a cultural change programme aimed at turning round a group of companies that resulted in orderly, positive work environment and maintained consistency.

· Create a full HR strategy including producing the employee handbook, mission, vision,  and companies values to ensure well defined personnel policies .

· Construct an organizational chart for the group of companies in order for employees to understand the reporting structure of the companies.
· Developing a full job analysis and create job descriptions for all the positions of the company. 
· Coached the top management and team leaders to use the HR policies and procedures and manage employees in accordance to the new system

·  of the new system , people management which holds employees responsible for their daily tasks that they will constantly be evaluated on.

· Coached more than 30 employees in the areas of personal development and awareness which enabled them to and take responsibility for the implemented culture change.
· Create an Induction program for newly hired candidates to ensure morale, motivation and effective communication.

Skills

	· Change Management
· Verbal Communications 

· Team Player
· Organization development

· Performance/Employee Evaluation 
	· Training and Staff Development

· Sales and interpersonal skills
· Public & Media Relations
· Customer Service
· Resolving conflict


Awards
	Award Commitment and Support (University charity Event "Tribute of the father"), 2006


Professional Experience
Abu Dhabi Media Company, United Arab Emirates, Abu Dhabi – Official media organization of the government of Abu Dhabi. Established in 2007, ADM's 18 brands operate across various broadcast, publishing, and digital media platforms.

Customer Service Agent, 3/2008 to 10/2014
Serves customers by providing product and service information; resolving product and service problems and contribute in increasing the companies' sales also accomplish team targets.
Responsibilities:
· Gather data and survey results for customer subscriptions, orders, complaints, and suggestions for newspaper improved delivery.
· Handle daily telephone calls (minimum 30 inbound and approximately 200 outbound). 

· Contact customers for meetings and engage in follow up responses to ensure quality satisfaction.

· Contact embassies, hotels, superstores, private and public entities, customers for renewal of current of the newspaper and new subscription offers.

· Market current and future campaigns and offerings related to newspapers and magazines to customers.

· Contacted above 3000 customers in order to gather their full location details during the Arabian Gulf league offer, thus delivering them the purchased receivers in a timely manner. 

BNG,  United Arab Emirates, Abu Dhabi – A group of companies embarking in different business ventures in multiple sectors including but limited to real estates, pharmaceuticals, and home care. 
Human Resources Administrator, 1/8/2015-Present

Head and manage all the human resource functions of the group of companies.
Responsibilities:
· To produce letters of employment, schedule of employment and job profiles when requested. 

· Request employment references & ensure that satisfactory references are obtained.

· Ensure when required that all pre-employment screening is carried out.

· Responsible for receiving weekly reports and evaluating employees from all departments.
· Develop human resources solutions by collecting and analyzing information; recommending courses of action.
· Extensive research in order to implement an ERP system that fits the companies needs depending on the company's budget.
· Conflict Management-Improve employee performance by identifying and clarifying problems; evaluating potential solutions; implementing selected solution; coaching and counseling employees.

· Workforce planning and job design.

· Follow up with the PRO to make sure all employee documents are renewed in a timely manner.

· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.

· Pay employees by calculating pay; distributing checks; maintaining records.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Providing orientation information packets; providing company policies.
· Documents human resources actions by completing forms, reports, logs, and records.

· Update job knowledge by participating in educational opportunities; reading professional publications.
Technology
	Software:
	MS Office (Word, Access, Excel, PowerPoint), Oracle, Focus, ERP.



Education
Wollongong university, United Arab Emirates, Dubai
Masters in Strategic Human Resources Management, 8/2012
Abu Dhabi university, United Arab Emirates, Abu Dhabi
Bachelor in Marketing, 7/2010
· Major: Marketing 

· Minor: Management  

Certifications

 ICDL , 2006

 Telesales: Techniques to boost your phone Sales , 2009

 TOEFL
 SAT 
CHRR - Certification in Human Resource & Recruitment,2015
[image: image1.png]