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	HASSAN
HASSAN.146983@2freemail.com  
	

	
	

	Date of Birth 
:
	1-3-1977 
	

	
	
	

	Nationality 
:
	Jordanian
	

	
	
	

	Material Status 
:
	Single 
	

	
	
	

	Sponsor 
:
	GEMS International N.V –Abu Dhabi 
	

	
	
	

	Objectives 
:
	To contribute towards the growth and development of  growing organization that offers challenging opportunities and appreciate the performance.  
	

	
	
	

	Competence 
:
	A mature professional with a record of excellence and seeking to establish a similar record of accomplishment. Able to work under pressure. Stamina and know - how to undertake the most challenging situations. Hard worker, high activity level and open to learning from any source.

    
	

	
	
	

	Education
:
	 High Secondary School certificate 1995,United Arab Emirates. 

 Diploma in Business Information Systems on  3-July-1997 from Liverpool  Moores University in Abu Dhabi 
	

	
	
	

	Additional Skills
:
	 Interpersonal skills and team skills.

 Hard –worker ,high activity level and open to learn from any source .

 Interpersonal skills and team skills .

 Interviewing skills.

 High initiative and flexible.

 Computer (Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Access, Microsoft FrontPage and Visio2000).

 Holder of valid U.A.E driving license.
	

	Professional Experience                          
	· Minimum of 12 years of experience with extensive knowledge of local labor and immigration laws. and local authority 
· From January 1999 to date
	

	
	
	

	Current Position
	Public Relation  Manager And HR Officer

	

	Name of company            :


	· GEMS international N.V-Abu Dhabi ( Abu Dhabi ) As Public Relation  Manager And HR Officer (2009 up today)
1. Prepare and submitting documents relating to visas, sponsorship, labor cards, licenses and permits, in Arabic, for submission to the appropriate authorities
2. Follow up the company’s various transactions with the Municipality, Chamber of Commerce and Industry, banks, Ministry of Economy, insurance companies, oil & gas companies, travel agency

3. Maintain a copy of all laws and regulations that relate to the company’s staff 
4. Enhance a database covering the company requirements including all visas and residence permits showing; name of employee, department and section, expiry date of visa/residency, renewal, passport expiry date, home address, driving license, agencies registration, motor vehicle registration, trade licenses 

5. Assist through coordination with other departments in planning the manpower needs of the company
6.  Develop a needs assessment in coordination with other departments and sections to determine the future human resource needs
7.  Responsible the company prequalification and updates the respective oil and gas company 
8. Define and maintain adequate organization structure in the areas of direct responsibility
9. Plan, organize, direct, control and evaluate the operations of Human Resource
10. Develop and implement labour relations policies and procedures
11. Preparation of Job Descriptions
12. Drafting offers of employment and promotion
13. Providing guidance to work colleagues and senior company management on all employment matters
14. Organizing and conducting Induction Training sessions for all new employees
15. Conduct interviews and shortlist selection of new recruits in coordination with the concerned department / section
16. Provide shortlists of preferred candidates for vacant positions

17. Prepare and review new employment contracts to ensure that they conform to governmental regulations and UAE labour laws

18. Assist department managers and heads of sections in the allocation of staff due to absence of staff during annual leave or emergency situations

19. Keep up to date and accurate staff records including their leave entitlement and terminal benefits

20. Handle staff queries, complaints and disputes and provide them with the necessary advice

21. Review of performance evaluation and assessment reports on section's staff

22. Prepare the salaries sheets; the summer holiday demands and the end of service ones
23. Administering the company payroll policy
24. Inform the Payroll Accountant of any changes in employees
25. Follow up the incoming and on-going tenders.
· Cummins ( Jabal Ali  JAFZA )As

 Public Relation Manager and Customs (2006-2009)
1. To carry out customs clearance of goods and materials for the company and taking the necessary approvals from the departments responsible
2. Prepare all documents relating to visas
3. Follow up the company’s various transactions with the Municipality, Chamber of Commerce and Industry, banks, Ministry of Economy, insurance companies, oil & gas companies, travel agency, etc.
4. Enhance a database covering the company requirements including all visas and residence permits showing; name of employee, department and section, expiry date of visa/residency, renewal, passport expiry date, home address, driving license, agencies registration, motor vehicle registration, trade licenses
· Emirates Furniture Factory & Decoration ( DUBAI) As Public Relation Officer (2002-2006)
1. Prepare all documents relating to visas, sponsorship, labour cards, licenses and permits, in Arabic, for submission to the appropriate authorities
2. Follow up the company’s various transactions with the Municipality, Chamber of Commerce and Industry, banks, Ministry of Economy, insurance companies, oil & gas companies, travel agency, etc.
3. Maintain a copy of all laws and regulations that relate to the company’s staff 
4. co-ordinate with Personnel & Administrative Officer on issues relating to new recruits in terms of visas, housing and all licenses and documentation required for legal purposes
· Emirates National Establishment . ( ABU DHABI) Public Relation Officer (1999 -2002) 

1. Prepare and submitting documents relating to visas, sponsorship, labour cards, licenses and permits, in Arabic, for submission to the appropriate authorities
2. Follow up the company’s various transactions with the Municipality, Chamber of Commerce and Industry, banks, Ministry of Economy, insurance companies, oil & gas companies, travel agency, etc.
3. Maintain a copy of all laws and regulations that relate to the company’s staff 

	

	JOB OBJECTIVES        :
	· To ensure that communication and relationship with government departments and authorities are well maintained.

· To ensure that regulations regarding expatriate employees and all other applicable labour laws and related personnel regulations are adhered to

· Perform all the activities related to new recruits and the termination of employees that require liaison with government departments .


	

	Extramural Activities
Copies of qualifications and certificates will be provided upon request. 


	:      Swimming, Volleyball, Classic Music, Tennis and   

       Squash.
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