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SAMIR 

Human Resource & Administration Professional
Master in Business Administration (Human Resource Management)
United Arab Emirates. 


· CAREER OBJECTIVE
Total 14 Years’ Experience in United Arab Emirates 
Highly successful Admin & HR Manager, planning, directing executive level and administrative affairs support. Capable of working under tremendous pressure and can meet deadlines with efficiency. Understanding of business development, client relationship, and team management, solving problem, saving time and reduces expenses for achieving company goals 
Background includes all aspects of Human Resources with sole responsibility for employee service award, HR Administration, HR Policy & Procedure, employee relation & new employee orientation, payroll, hiring, training, staff development, evaluations, reviews & education reimbursement programs & Job Analysis & public relations & depth understanding of labor law. 
	· Strategic Planning & Tactical HRM & Mission Planning 
· Performance Management

· Leadership in the Workplace

· Manpower Planning & Profit Building

· Member Development

· Employee & Management Retention

· Organizational Development
	· Confidential Records Management

· Administrative Support

· HR Policy & Procedure

· Employee Relations & Negotiations

· Recruitment & Hiring

· Executive Assistance

· Documentation / Reports

· Benefits & Compensation


· EDUCATION QUALIFICATION

· 2014-2015       Master In Business Administration (Human Resource Management), ISR International University, UK, in UAE
· 2013-2014       Higher Diploma in Human Resource Management(DHRM) from ICM (Institute Commercial Management) , UK, in UAE
· 1996-1999     
Bachelor of Science, Alexandria University, Egypt.

· CAREER HISTORY  
Total 14 Years’ experience in United Arab Emirates 

	Sr.
	Position
	Company
	Duration

	1
	Admin& HR Manager
	UAE
Having more than 300 Employees and 1700 Students
	June 2012
	Present
	4

Years

	2
	Admin& HR Manager
	 ACC Group (Al Arrab Group of Companies), Abu Dhabi, Dubai, Sharjah, Ras Al khema, Fujairah,  UAE

Having more than 2000 Employees
	March 2010
	June 2012
	2 Years

	3
	Admin& HR Manager
	 MAG Group (Moafaq Al Gaddah Group of Companies) Dubai, Sharjah,  UAE

Having more than 2000 Employees
	October 2007
	March 2010
	2.5 Years

	4
	HR Executive &Assistant HR Manager & HR Officer  &PRO
	 Emirates Buildings and Dome General Contracting, Abu Dhabi, UAE 
Having more than 2000 Employees
	January 2003
	October 2007
	5 Years


· WORKING EXPERIENCE 

·   Responsibilities :-
1. Jobs  Analysis 

2. Policies & Labor Laws
3. Manpower planning , Recruitment and Performance Evaluation

4. Employee Contracts

5. Budget, Payroll, Salaries, Allowances and Benefits

6. Apartments , Furniture and Tenancy Contract
7. Visas, HR Databases and Files

8. Government Services and Licenses

9. PRO, Transportation and Security Department



1. Jobs  Analysis

· Job Analysis by cost center, Planning and Assessing HR Effectiveness

· Individual Performance and Retention, Job Satisfaction and organizational Commitment

· Preparing reporting related to recruitment, manpower planning and monthly analysis.
· responsible for mentoring guiding and developing them as a second line to the current position

· Develop strategic HR plans for the business units taking into account for current and future operational requirements.
· Collaborate with construction site / branches operations to determine the effective implementation of consistent HR processes, systems and policies, including staffing requirements 

· Determine work procedures and schedules, study and standardized procedures to improve efficiency of operations.

2. Policies & Labor laws
· Create, preparing and Amendment HR Policies, Procedures and Rules (Teachers Policy, Admin Policy and Health Insurance Policy)

· Responds to employee and management concerns and inquiries regarding policies and procedures
· Provide counsel and assistance to employee at all levels in accordance with the company’s policies and procedures 

· Conversant with the U.A.E. labor laws, Immigration laws and Government laws, and good experience in H.R. Functions
3. Manpower planning , Recruitment and Performance Evaluation

· Managing recruitment internal or external recruiting, international or national recruitment, advertisement on different job websites and newspapers, getting resumes and updating our recruiting database.
· Sorting out of C.Vs, short listing, interviews with equal employment opportunity, arrangement of face to face interviews and evaluation with line managers, and final interviews with directors after background investigations.
· Making job offer to the successful candidates, preparation of individual contracts and initiate joining formalities.

· Strong liaison with all departments to recruitment, to make sure all recruitment needs should be fulfilled on time.
· improve recruitment, selection and retention strategies to source and retained a talented workforce
· Performance Management and Appraisal, Identifying and Measuring Employee Performance, according to the performance report we get the clear picture if the employee need training, development or salary review or terminate of service
4. Employee Contracts 
· Preparing the international and national contract according to the company policy and Labor law (Permanent, temporary and part time contract) and renewal contract (limited or unlimited contract), Extension contract and terminated contract
· If the salary 3,000 AED or less, company should provided the accommodation for employee
· If the salary 4,000 AED or less, the Health insurance category will be B (Basic), if more than 4,000 AED will be category A
5. Budget, Payroll, Salaries, Allowances and Benefits

· Preparing HR Budget, budgeting per project, calculations ,costs, salaries benefits, monthly payroll, final settlement, cost center, salary review, new position, new projects
· Employee benefits and Allowance, Health Insurance, Air fare, Tuition, Shipping allowance, Housing allowance and Home establishment allowance, telephone , accommodation, labor camp(Company Bills like ,telephone bill, internet, Hospitality Tools, fax, copy machine, toner, Electricity, water, Gas, petrol, Vehicles maintenance, waste water, waste, Furniture, uniform(overall, helmet, safety shoes), over time, rent labor
· Ensure that assigned areas of responsibility are performed within budget, perform cost control activities, prepare annual personnel budget requests and monitor forecasts, ensure effective and efficient use of funds, personnel resources, material and facilities.
· Wages Protection Systems (WPS) Good knowledge of Wages Protection System (WPS) and Design Payroll System, Salary slip, leaves salary and handling H.R Applications. 
· Ensuring that employee receives their salary and benefits in accordance to company policy and UAE laws.

6. Apartments , Labors Camp, Furniture and Tenancy Contract

· Managing School Apartment around 90 Apartments, Labors Camp, Furniture,  Tenancy contract, Connect SEWA(Electricity, Water and Gas), Maintenance Apartment, and get SEWA clearance for new, renewal and cancelation apartments 
7. Visas, HR Databases and Files
· Handling Residence visa for Employees and their family in labor office and Immigration(Quota, work permit, labor card and contract , employment visa, change status, medical test, vaccination, Emirates ID, residence visa and visa cancellation)
· Supervise labor office and immigration officer and keep track of visa in process, submission of visa to respective candidates and intimation to respective departments about joining

· Conversant with the U.A.E. labor laws and good experience in H.R. Functions.

· Responsible for H.R. database and updating HR Files and HR system
8. Government Services and Licenses

· Dealing with all government department like (MOL, MOE, Sharjah Education Zone, MOH, Sharjah Health Zone, School Health, Wekaya,  , UAE Foreign Affairs, Economic Development Department , Chamber of Commerce , Municipality, Immigration , Emirates ID, Hospital (Medical Center), Banks, Traffic and Police Department, SEWA, Etisalat, Post Office Customs, Airports)

· Register all staffs(teachers, admins) to Ministry of Education and Sharjah Education Zone with online services

· Renewal all company Licenses (Ministry of Education, Economic Department, trade license, civil defiance, Immigration card and Insurance policy (Health and Vehicles) and Renewal all company Vehicles in traffic department

9.  PRO, Transportation and Security department

· Managing a team of staff, Responsibility for PRO, Transport and Security department

· Responsible for all Drivers, Bus Conductor, Vehicles, Rent car and all security guards.
· PERSONAL DETAILS
Nationality               :      Egyptian
Date of Birth            :     06/03/1976
Marital Status         :     Married
Passport Number    :    
Visa Status               :     Valid Employment Visa until February 2019, Transferable
Driving License       :     Valid U.A.E. Driving License
· LANGUAGES 

English                     :      Fluent (Reading, Writing, Speaking)

Arabic                      :      (Native Language)

·   COMPUTER SKILLS & QUALIFICATIONS

1. Diploma in Computer Sciences with a project report from the Universal College, Alexandria, Egypt. 
2. Payroll system

3. Computer Course in Microsoft office, Internet Operation, Abu Dhabi.
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