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OVERVIEW

Hello, I would like to introduce myself, Hani Al Fawareh, aged 40 years.  I am a Jordan citizen.  

I hold a PhD degree with honor in TQM and 2 Master Degrees in Human Resources Management, and Public Administration

 I am a self-motivated and high energy ‘people management’ professional with over 15 years experience in HR Management practices; coaching/mentoring; staff development and succession planning; recruitment and selection; job description; career development; HR polices; organization structures and re-structuring; building HR departments from scratch; e-HR practices.

My management and leadership style reflects strong people management skills that facilitate individual and team performance thereby achieving productivity and continual improvement.  I have a strong ability to people manage a diverse group of staff and strive to create a professional and productive work environment.

My professional career has seen me work for highly respected corporations including Khatib & Alami (Consolidated Engineering Company), Arabian Industrial Gases Company, New Horizons (HumanSoft), Dubai Municipality, Department of Organization and Management, and Ministry of Finance. My career has progressed steadily through diligent application of my professionalism, commitment and acquired skills set. 
My strengths include customer service oriented, strong team player, flexible to meet various business needs, cross-cultural awareness, planning/organizing, business acumen and highly developed communication and presentation skills.  These attributes I have consistently displayed to a high level throughout my career. 

My experience as HR Manager in different industries have contributed to my track record success in achievement of business targets through aligning objectives with business needs and facilitating strategies.  

My background encompasses all areas of HR Management functions to include performance management systems, career development, job analysis, HR policies, recruitment and selection, employee handbook, training needs analysis, designing the training plan, managing the training budget, developing and implementing the training calendar.

My personal achievements include:

· HR Manager     Khatib & Alami (Consolidated Engineering Company)   May 06  to present.
· HR Manager       Arabian Industrial Gases      March 05 – April 06
· Implementing job analysis survey.

· Job description of the first line managers.

· Drafting job description of other junior positions.

· Completing HR polices handbook.

· Completing new employee handbook

· Recruitment and selection ( example: Finance Manager, Purchasing Manager, 3 accountants, executive secretary, general secretary, import-export officer, senior engineers, drivers and unskilled labors).

· Country HR Manager (Dubai & Abu Dhabi)  HumanSoft  October 2002 to November 2004
· Building HR department from scratch
· Prepare, updates and ensure effective implementation of HR polices and procedures.

· Conducts job analysis activities and writing job description.

· Prepare and implement effective management performance system.

· Prepare and implement employees’ career development plan.

· Recruitment and Selection, and recommend hiring (within 2 years the size of the company became double).

· Create the concept of her and transferring HR systems from manual Great Plains.

· Planning Training Officer (1)    Dubai Municipality      June 2000 –  Sep 2002      
· Prepared “New Employee handbook” and received appreciation letter on this achievement.

· Prepared over 200 career development plan to the new hired UAE fresh graduate employees for Emiratization Project.
· Organization  & Management Systems Specialist              Department of Organization and management                      July 1997 – May 2000      
·  Procedures handbook.

· Organization and functions manuals.

· Work and procedures simplification study.

· Drafting job description.

· Reorganization analysis.

· Head for Management Development and Training            Ministry of Finance in Jordan                Jan 1990 –  July 1997
· Job description

· Suggestions program
· Job rotation program

· Succession planning

· Training need analysis
My professional affiliations include memberships to American Society for Training and Development (ASTD), and American Society for Human Resources Management (SHRM).  This allows me to keep abreast of industry best practice and to network with senior to executive management from diverse industries. 

Attached is my resume. I would welcome the opportunity to discuss my application further in person.

	Personal Information


	·   Marital status: Married

· Nationality: Jordan

· Date of Birth: 24/2/1966

· Place of Birth: Irbid/ Jordan

	Objective
	         Seeking a challenging professional position which will provide a professional growth with a well known strong firm, utilizing my competence and Strengths as Management Specialists in the field of Human Resources Development, Management and Organization Development

	Education


	American Global International University         
Florida, USA

PhD / Total Quality Management.    In first class upper division
American Global International University         
Florida, USA

MBA  / Human Resources Management.    In first class upper division
Jordan University
                                                   Amman, Jordan

MA  / Public Administration.  In very Good Average
Yarmouk University
                                                   Irbid, Jordan

BA / Administrative Sciences with Major of Public Administration.  In very Good Average

	Professional Memberships
	American Society for Training and Development (ASTD) .  

American Society for Human Resources Management (SHRM)

	Professional Experience


	HR Manager     Khatib & Alami (Consolidated Engineering Company)   May 06  to present.
Human Resources Manager – UAE .
March 05 to April 06
           Arabian Industrial Gases Company

Human Resources Manager – UAE .
1. Attracting, selecting and recommend hiring candidates to fill the vacant positions.

2. Implemented job analysis and drafted job description for first line managers.

· Job Analysis and drafting job description.

· Prepared from scratch HR Policies and Employee Handbook.

· Managing Day to day issues of payroll and personnel (immigration and labor department issues).

October 2002 to November 2004               HumanSoft.

Country Human Resources Manager – UAE (Dubai, Abu Dhabi) 

1. Prepare, updates and ensure effective implementation of HR polices and procedures.

2. Conducts job analysis activities and writing job description.

3. Prepare and implement effective management performance system.

4. Prepare and implement employees’ career development plans.

5. Manage the recruitment process and interview short listed candidates and recommend hiring.

6. Maintain effective relationship with the recruitment agencies, evaluate their services and approve the contracts terms and conditions with them.

7. Recommend termination unqualified and nonperforming employees.

8. Recommend salary raise and increments for outstanding performance.

9. HR planning and determined the need and expected demand for personnel.

10. Supervise and follow up all day to day personnel transactions and procedures.

11. Follow up processing of work permissions and employment visa and ensure to be done in time.

12. Supervising HR team and evaluating their performance.

13. Support, coach, motivate and assist HR team to implement their assignments.

14. Handling exit interviews and collect the required data to analyze the reasons for leave, and prepare turnover report.

15. Prepare HR reports and statistics as required by top management.

16. Participate in regular management meeting.

June 2000 –  Sep 2002      Dubai Municipality
Dubai/UAE

Planning Training Officer (1)

1. Provide professional and high quality of training activities.

2. Provide HRD improvements consulting services.

3. To plan, implement, follow up and evaluate basic training programs for new graduates of UAE citizens. (Graduates development programs). 

4. Coordinate with training institutes inside and outside UAE.

5. Work effectively for meeting training needs of DM staff.

6. Plan and implement studies of measuring training impact.

Achievements:
Prepare (The Employee’s Guide).

Development plan for new UAE  graduates       employees.

July 1997 – May 2000        Dept. of Organization and Management /Abu Dhabi

Organization  & Management Systems Specialist

Public Administration Services is an American company based in Virginia/USA. (PAS) had been working on a project to reorganize and restructure the local government of Abu Dhabi. I have been selected and appointed by Dept. of Organization and Management in Abu Dhabi to Serve as (Organization & Management systems specialist) with the Public Administration Service’s consulting team to provide management improvement consulting services and conducts the special studies directed to structural and organizational improvements in the twenty plus government departments and agencies of the Emirate of Abu Dhabi. In more details my duties included: -

1. Participating the task force and experts team of implementing studies of Re-organization projects to Government of Abu Dhabi / UAE including more than twenty departments/ ministries.

2. Including operational management development activities such as: Job analysis, personnel analysis, job description, job classification, functions statements, organizational structures, organizational charts, improving the performance of personnel management and policies. 

3. Developing the overall institutional performance and increase the efficiency and effectiveness of personnel management and work operating procedures. 

4. Preparing operating work manuals, organization and functions manuals, personnel policies analysis. 

5. Deliver recommendations of human resources development and training needs analysis.

6. Part time lecturer including delivering training courses in HR Management, Management of Change, Organizational Behavior, Organization and Methods.

Achievements:
1. Procedures and work manual.

2. Organization and functions manuals.

3. Work and procedures simplification study.

Jan 1990 –  July 1997
Ministry of Finance
Amman/Jordan

Head for Management Development and Training Section

1. Direct and coordinate management development and training activities.

2. Analyzes and evaluates staff recommendations and approves implementations of change.

3. Direct activities engaged in preparation of surveys and studies of prospective development management and human resources.

4. Plans organizational and operating procedures’ studies.

5. Reporting to top management and prepare periodic reports regarding progress of implementing plans.

6. Formulate aspects of research and development proposals and recommendations.

7. Review and update job description, job classification, organizational structures and charts.

8. Design employees’ suggestions program as a reinforcement strategy of a comprehensive participating development approach.

9. Conducts quality circles meetings.

10. Directs all activities in the Training Center of the Ministry of Finance.

11. Approve training programs’ plans and training needs analysis recommendations and proposals.

12. Organize and coordinate training activities, and placement of participants.

13. Contacts various services to ensure trainees receive maximum satisfaction and results of training activities.

14. Prepares periodic reports to monitor and evaluate progress of training programs.

15. As Management trainer and lecturer.

Dec 1988 –  Dec 1990     Jordanian Armed Forces       Jordan

Obligatory two years in military service as administrator. (it was just administrative duities)



	Training Courses
	1. Research and studies methodology.

2. Problems Solving & Decision Making Process.

3. Total Quality Management.

4. Human Resources Management.

5. Study of Improving Work Methods and Performance.

6. Job classification.

7. Job Description.

8. Organizational Charts.

9. Training Needs Planning and Analysis.

10. Meeting and Conference Management.

11. Training of Trainers.

12. Report and Research Writing Skills.

13. Team Building and Management of Work Groups.

14. Re-Building your Corporate Culture.

15. Privatization.

16. Many training courses in Computer programming and Microsoft Office software.

	Unpublished Studies
	1. Training Needs Analysis.

2. Management of Change.

3. Factors that affect Productivity of Employees (field study).

4. Work Simplification.

5. Factors affect individual and groups performance (behavioral approach).

	Languages
	· Native Arabic.

· Very good reading, writing and speaking English.

	Computer Literacy
	1. Microsoft Excel.

2. Using Excel in Statistical Analysis.

3. Microsoft Word.

4. Microsoft PowerPoint.

5. Internet navigating software.

6. Microsoft Access (data base management).

7. Microsoft Outlook.

8. Programming computer in COBOL.

9. Programming computer in BASIC.

10. SPSS (Statistical package for the Social Sciences).


	Letters of Recommendation & Awards 
	· Letter of thank and appreciation from Head of HR Development Section/ Dubai Municipality.

· Letter of appreciation and recommendation from Mr. Wilmot Averill/Consultant. Public Administration Services Company/Virginia, USA (GEAD Management Improvement Project).

· Letter of thanks and appreciation from Applied Sciences University for implementing on-the-Job students’ training.

· Two letters of thanks and appreciation from Secretary General of the Ministry of Finance/Amman Jordan. 


