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	EMPLOYMENT


December 2011 till date:Millennium Airport Hotel.                                      Dubai, U.A.E




Human Resources Assistant/ Employee Relation Officer:
· Ensuring Customer satisfaction is achieved whilst engagement with the customers.
· Handling all employees Medical.
· Life insurances and claims.

· Carrying out the visas process.

· Following up with the police stations and the courts if there are any cases filed with the colleagues. 

· Issuing the Bank Cards for all Employees.

· Preparing the payroll and all data capture end of the month. 

· Carrying out the entire recruitment processing.
· Required specification on one’s conversational skills to be engaging and convincing throughout 
The call.
· Carry out administrative duties efficiently including correspondence and deliver assurance of product and delivery.

· Handling multiple priorities, coordinate several projects simultaneously to meet deadlines and ensure timely followup of critical issues.
· Maintain excellent relations with Business unit heads and coordinate with them.

· To monitor trends within the industry and make suggestions how these could be implemented.
· Responsible to attract best talent and assign interview schedules with the respective department heads.
· Character and professional reference check for performed for candidates shortlisted.

· Daily interactions with Department Heads.
· Handling all employees for time of requests and grievances.

· Followed up on all outstanding issues.
· Handling all confidential information in a professional manner.
· Ability to organize and prioritize workload with any setting.
· Able to work on multiple projects simultaneously.

· Positive “Can Do” attitude towards work.
· Can function in a fast paced environment.
· Tactfully resolving disputes between different parties.
October 2010 till December 2011: 
Egypt, Courts
Cairo, Egypt
Lawyer
· Providing accurate, timely and effective legal advice to clients
· Studying police report, interview transcripts to make a case
· Advising colleagues on legal matters, suggesting courses of action.

· Attending hearing at courts

· Presenting evidence in courts to support clients in legal proceedings

· Giving oral arguments in a court of law

· Advising clients on their legal rights and obligations

· Looking for evidence that will back up a client’s case,

· Preparing arguments to be heard in a trial

· Interviewing witnesses, defendants and clients

· Knowledge of effective file management procedures

· Ability to balance priorities and coordinate work effectively.
July 2009 till September 2010:Sensatory Corral C.                          Sharm el sheikh, Egypt
Human Resources Trainee
· Working in a fast pace, high transaction, volume environment
· Ability to organize&prioritize workload within any setting
· Knowledge of monitoring progress in a employees career
· Completing all tasks in a timely, organised and professional manner
· Monitored the HR departments general expenditure
· Filed electronic and hard copy documents
· Updated and maintained staff notice boards & newsletter
· Processed payroll information in an accurate and timely manner
· Followed up on all outstanding issues
· Escalated operational issues to senior management
	Education 


· Bachelor of  Law – Sharkia University, Egypt
· Higher Diploma in International Law – Sharkia University, Egypt
	Trainings Attended


· Train the trainer

· Time management

· Supervisory

· First aid training

· Telephone Etiquette

· Business Etiquette

· Manual handling

· Hygiene
	Other Information


Languages 

                                                               : Arabic (Mother tongue)

                                                               : English - Excellent

                                                               : Italian – Fair 
Superiority: Employee of the month – December 2013 – Millennium airport Hotel, Dubai
 : Nominee for Employee of the month November 2013 – Millennium Airport Hotel, Dubai 

: Employee of the month – May 2013 - Millennium airport Hotel, Dubai
 :Optional Me for mission to train the human resources with sister 

Company at SulaymaniyahIraqFebruary 2014 
Computer Skills:
Operating System                                :Windows 98, 2000, XP.07 & Vista
Packages                                              : MS office, Excel, MS word, Internet operations
Extra- Curricular Activities:
 : State level Football player.
                                                                 : Handball 

                                                                 : Swimming

                                                                 : Taekwondo
