
Date : 27th , Feb.2013

Attn. To The Executive Manager

Dear Sir, 
Subj: Suitable Position
With a consistent track record of achieving a broad range of goals throughout my career, I believe I offer the leadership and skills that could benefit your organization. I have enclosed my resume in consideration for bilingual managerial position within your organization. A summary of the value I can bring to your organization includes:

 

· Over 20 years experience in leadership roles within HR & Admin operations, supervising diverse teams and managing challenging programs.

· Advanced individual and team developing skills. I use hands-on supportive approach that leads to improved performance.

· High level of adaptability and flexibility gained through working with leading multinational and global companies.

My resume will provide additional details concerning my qualification and accomplishments, and I would welcome the opportunity for an interview to discuss your organization’s top priority needs and the performance you can expect from me.
I can start work immediately as the notice period is not required, being sponsored by family member.






 

Thank you for your time and consideration. I look forward to hearing from you soon.

Best regards,

 Sincerely,

Bassam 
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                             CURRICULUM VITAE
OBJECTIVE 
In pursuit of a challenging career in the field of Human Resources and Administration, this demands professionalism, efficiency, and quality of performance sense of responsibility, leadership traits and motivation. 
Summary:
Highly knowledgeable and skillful with great experience in taking overall responsibility for managing the HR to ensure quality standards are met and that optimum service is provided. Sharing responsibilities, developing, upgrading and enhancing the growth. I’m highly oriented in administration & HR role such as Administration, payroll, services, and manpower analysis, implementation of human resource, and HSE procedures and policies. 

EDUCATION 
· Degree: Bachelor of Commercial Science, Business Administration, Egypt, Cairo University 1974.
· Diploma: Topography- The International College – Beirut-Lebanon, 1969

TRAINING
· Effective Shop & Floor Supervision. (Conducted By ADNOC)

· Administrative Supervisory Skills. (Conducted by A/Dhabi Chamber of Commerce)

· Customer Service Fundamentals (Conducted by Anderson Consulting- Accenture)

· Sales Technique (Conducted by Hyla Management).

· Effective Leadership course (Conducted by Mushrif)
· QMS/IMS Workshop course  (Conducted by Mushrif)

· Understanding ISO 9001Course – Cert. Nr UAE 2008.10.14.717 (Conducted by BSI Management Systems)

PROFESSIONAL EXPERIENCE 
	Dussmann 
Abu Dhabi – UAE
	Human Resources 
Manager

	From: May 2010 

Up to Jan 2012 
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Mushrif National Constructions

Abu Dhabi – UAE

	Human Resources 
Manager
	From: Feb 2008 
To: April.2010

	J.S.Co & Mining & Construction (Group of Companies) 
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Zambia-Lusaka
	Human Resource and Administration Director


	From: Apr 2001  
To: Dec 2007

	Andersen Consulting 
– (Accenture) All G.C.C – 

	Administration Manager Temporary Assignment
	From: Mar 2000

To:  Jan. 2001

	Al Habtoor Trading Enterprises

Dubai – UAE
	Administration & Personnel Manager
	From: July 1997

To:  Sept 1999

	Al Hamed Development & Construction
Abu Dhabi
	Administration Manager
	From: Oct 1992
To: Oct  1996

	Al Ain Advertising  

(Professional Services for Public Relations)

Abu Dhabi
	Administration Manager


	From: Mar 1986 To: Oct 1992



	Abu Dhabi National Oil Co. (ADNOC)
Distribution- Abu Dhabi
	Sales Officer 

Operations Supervisor
	From: Mar 1970

To: Jan 1986


SUMMARY OF QUALIFICATION -  HR & ADMINISTRATION (22 Years)
· Created 2 Editions of “Orientation & Induction” for juniors and seniors.

· Created an HR Manual for Policy and procedure / Personnel and Administration, in addition to all necessary formats.

· Implementation of policies and procedures, setting goals and objectives, managing performance, developing and motivating employees.
· Pursue the recruitment process as per the Matrix Competency requirement, conducting interviews for suitable selection of candidates, plan for expected needs to ensure a successful and competent candidate hiring. 
· Maintained a comprehensive personal data for 5000 employees and evaluated their services, trace issuance of new visas, expire date, renewals for projects and corporate office. 
· Managed a team of 180 persons worked under my supervision.

· Employee's assignments, termination, deportation of services, warning letters, offer letters, Promotions evaluations, and issued the necessary formats for juniors and seniors.
· Writing job descriptions.

· Follow up the group visa process on a day to day basis for effective communication between the different involved players (HRO, PRO, Agents…) 

· Tracing apartments, properties, hired Labor camps contracts, and date of expire. 
· Evaluating services of travel Agencies, Rent car & hotels, minimize expenditure, and follow up maintenance contract.

· Handle projects manpower movement and requirement.
· Translating and writing bilingual letters to all levels before the government offices.
· Supervise the administration team to ensure that their practices are in compliance with the local laws.
· Handling banquets, functions, venues, seminar lounges required.

· Setting up new offices liaising with top-level requirements for accomplishment.

· Liaise with the Government offices to get proper services, and fees paid on time.

· Follow up the security policy and fulfill all the requirements to prevent any disaster.

· Having the ability to manage and setting up a Hotel with all relevant requirement such as decoration, furniture, kitchen equipment, kitchen supplies, drinks etc.. Pubs and bars tools, crockery, systems, apparatus, uniforms, communication facility and manpower supply.

SUMMARY OF QUALIFICATION -  SALES & OPERATIONS (16 Years)

· In charge and responsible for 13 Petrol Stations located at the remote area in Abu Dhabi and team of 6 sales representatives.

· Responsible for cash collections, bank deposits, supply of main products, Lubricants, maintenance, promotion, transfer, employments, cleanliness of sites, badges, uniforms, stationary, loss & gain of products, termination and evaluation of staff.

· Controlling receivables and supplies of main products received to the depot thru the pipeline from the vessels located at the port or at the offshore.
AREAS OF STRENGTH
MANAGEMENT

· Outstanding leadership abilities.

· Goal Achievement.

· Hands-on experience. 

COMPUTER TOOLS 

Microsoft Windows® operating systems from 95, M.S Office, M.S. Word, Excel (Arabic & English latest versions) Power Point, Publisher, & Lotus notes.
SKILLS
· General HR experience in the UAE.
· Fluency in written and spoken Arabic and English.  

· Good communication, interpersonal, organizational and written skills. 
· Flexible, reliable and can work to deadlines under pressure. Ability to manage multiple objectives and tasks.
· Strong management skills. 
· An effective team player and networker with the ability to operate autonomously as required. 
· Track record of good judgment on people issues.
· An energetic, innovative and results orientated approach. 

· A good knowledge of employment / labour law.  
SPECIALTIES
· Strong Aptitude for leadership with organizational quality and management skills.
Qualified interviewer based on administrative capabilities.
Ability to apply and lead practical applications of HR and Administrative software.

· Possess effective verbal and written communication skills with all levels of management. 
Excellent command over written and verbal communication both English and Arabic as well as translation
ACHIEVEMENT AND RECOGNITION 

· Reduced the cost of extra manpower.

· Reduced the cost of labor accommodations.

· Sold and bought properties with good prices. 

· Reduced the cost of machineries operated on hire & the fuel consumption.
HOBBIES

· Daily Walking exercise.
· Usual social gathering,
· Cooking all oriental appetizers / food.

· Internet browsing related subjects to nutrition.

· Camping, B-B-Q & fun driving in the desert.
· Reading Economical subjects and watching scientific movies.
PERSONAL DATA - Address

Nationality

: Jordanian

Place of Birth

: Lebanon
Visa Status 

: Valid UAE Resident visa 
Driving license
: Available, & valid UAE

References

: Available on request

Bassam 








Bassam


CV NO: 687978


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �











(5)

Feb 27th - 2013


