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 Amine.99543@2freemail.com 
Name


 :  Amine  
Date of birth 
 :  25 / 9 / 1971 ـ Lebanon
Marital status 
 :  Married
Nationality 
 
:  Palestinian _ Lebanese documents
Objective: Having a Legal position, with potential growth and appropriate application of my qualifications.

University Education: 

 Bachelor of law ـ  Lebanese Universityـ  1999
Languages:

	LANGUAGE
	ARABIC
	FRENCH
	English

	SPOKEN
	FLUENT
	VERY GOOD
	VERY GOOD

	WRITTEN
	FLUENT
	VERY GOOD
	VERY GOOD

	READING
	FLUENT
	VERY GOOD
	VERY GOOD


Experience:

· From 26 March 2006, in AL BUHAIRA NATIONAL INSURANCE COMPANY as Legal Advisor. Handling all the legal cases.
· Representing the company in the courts and the police departments.

· Reporting directly to G.M.

· Handling many of the responsibilities held by me in the previous insurance company excluding the share holder investments .

From January 2002 to 25March 2006 in Dubai National Insurance   and reinsurance (P.S.C) as a Legal & Administration Assistant. Main Duties in the insurance company : 

· Handling the legal company cases and following up the Legal cases with the Law Firms.

· Coordinating with the companies law firms the company legal cases.

· Drafting and negotiating various insurance agreements and other legal documents and contracts

· Reviewing all the legal contracts.

· Holding the company share holder investment.

· Reporting to the head of department and to G.M the development & the situation of the company Legal cases and company investment and shareholder.
· Well versed with the U.A.E labor law, handling the disputes of the employees as per the rules and regulations of U.A.E Labor Law. Settling their benefits, leave dues, gratuity as per the labor law. 
· Besides have experience in commercial laws and knowledge of companies establishments like (L.L.C & P.S.C. Etc…)
· Interacting with all other department in the company on legal issues

· Coordinating all the divisions for the entire personnel activities of the total staff of the organization such as salary, promotion increments, perks, leave, etc…
· Calculation/Preparation of leave salary/gratuity/ and various types of allowances and packages and other allowances for executives and other employees working in the company.
· Preparing increment statement./promotion statement for managerial cadre and others. 

· Preparing yearly statement for furniture allowances, etc

· Preparing salary, loan , NOC certificates etc

· Checking up the renewal of tenancy contract of the senior managers.

· In general, assisting in all administration matters pertaining to the employees.

ABED EL RAHAMN RADWAN HALLAB & SONS EST

Tripoli / Lebanon from 11 August 2000-28 February 2002.

As an H.R and public relation manager (150 employees).

- Select efficient workers for the job & appointments  

organizer. 

- Conduct interviews to select efficient workforce for suitable   

   job.

- Prepare monthly salary & the daily time sheets, yearly Legal settlements and calculations.

- Managing Employees annual leaves, foreigners work   permits, SRCC relation.


- Managing All Kind Of insurance Policy’s for the employees &  

       for the company.

As a Legal advisor:

-     Legal advisor and consultant for the company.

-    Preparing all contracts on behalf the company 

· Handling all the company Legal cases.

· Assisting the company with their banking relations.

Al Hijazi Law firm  From July 2002-October 2002 


     Main duties were to follow upon legal cases at the legal Departments 

and draft various legal contracts.
Khaldoun Naja Law Firm  / Tripoli – Lebanon 1998-2000.
· Preparing many kind of Legal contracts.

· Drafting legal memos.

- Clearing & Documentation with the different secretariats of the Government  Departments.

  Strength Points & Capabilities:

· Good decision making skills.
· Acting as a senior.
· Able to come up with new and innovative ideas.
· Flexible working style – either individually or in-groups.
· Strong communications skills.
· High motivated and enthusiastic character.
· Creative and dynamic personality.
· Following up with customer’s complaints and problem solving capabilities.
· Ability to conduct analysis and conclusions.
· Potential to use different computer programs such as Microsoft Word, Excel , Access.
· Ability to use the internet for research purposes. 
References 

Character and work experience references shall be provided upon request.

Thank you for reading my C.V.

