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SKILLS :
Recruitment: In line with the budget & forecasted levels of business. Staffing issues, queries and suggestions.
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 Career Advertisement:
Draft adverts for Job centers, Magazines, Social Media, utilize internet efficiently.
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 Interviewing: Potential & Permanent employees respond to all applications.
Reference Checks:
Conducted for all staff & information is kept in accordance with data protection legislation.
Termination: Information is accurately communicated to all department heads.
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 Master Staffing: Update staff handbook & all HR documents. Name badges, Uniforms, lockers, canteen etc.
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HR Legislation: Keep Up to dates changes with the UAE Labor law; ensure HR policies are adhered to.


Work Experience
Human Resources Assistant/Administrator –The Ajman Palace UAE Jan2012 t July 2014.(Hospitality-Pre Opening Team)
Recruitment, HR Legislation, Training, Induction, Service Awards, Employee Survey, Exit Interviews, Termination, Reference Checks, Master staffing, and Sick Leave Policy.
Reference-Ms. Rana-HR-Training Manager +971562283487
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 Human Resources Executive-MichelAngelo Hotel Johannesburg, South Africa (2010-2012)
Interviews, Payroll & timely production of final cheques, Benefits Programme, Quality Training, Service awards, Appropriate Manning, ensure confidentiality of employee information, seasonal staffing, Sick Leave Policy.
Assistant HR Manager- Serena Hotel Uganda- 2008-2010
Coordinate all HR activities, Assist HR Manager in Developing & Implementing policies & activities/ Values in a supportive Manner, Staff outings/Parties, Career Fairs, Filling, documentation, Staff Accommodation Supervision, Interviewing, Mini Inductions, Recruitment Adverts, respond to applications, termination policy and Payroll.
Education & Certification
Makerere University – BSc. Business Administration- Major Finance Management,
Kampala-Uganda (2005-2008)
Witsridge College Johannesburg-South Africa – Post Graduate Diploma Human Resources Management- (2010-2012)
Experience of In-house recruitment in Corporate with a combination of Agency recruitment in Consultancy firm, experience of Leadership hiring, Campus hiring, Bul hiring across all level from Executive to all Level of various business domains/industries like Retail, IT, NON-IT BFSI, Telecom, Manufacturing, FMGC, Medical & Healthcare, Shipping, Media, Logistic, Infrastructure, Finance, Investment Banking, Consulting, Hotels and Hospitality.
