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BASIL 
United Arab Emirate – Abu Dhabi
Email: basil.271613@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Nationality: Cameroonian

Visa Status: Residence

Date of Birth: 10TH April 1988

Languages:  Englishand French
PROFILE SUMMARY

· A result-oriented professional offering over 6 years of a successful career with diverse roles distinguished by commended performance and proven results in HR Coordination

· Experience in assisting HR Managers with recruiting efforts, arranging interviews for potential employees, checking applicant references, maintaining employee records and conducting new hire orientations

· Ensured prompt resolution of employee grievances to maintain cordial management - employee relations

· Managed day-to-day administration activities in coordination with internal/external departments for ensuring smooth & efficient operations

· Skilled in attending the needs of employees & providing direction, motivation and training them to make them skilled with professional expertise

· A keen planner and strategist with strong team building skills and proven skills in planning & managing resources to handle employees’ matters
AREA OF EXPERTISE


· HR Policy                         




● UAE Labor Law



· Compensation and Benefits




● Training and Development
· Employee Relations





● Succession Planning
· Recruitment and Staffing         


             ● Employee Engagement
· Performance Management
SOFT SKILLS: *Motivator*Communicator *Collaborator   *Innovator *Intuitive
NOTABLE ACCOMPLISHMENTS ACROSS THE CAREER
· Managed the issues of environmental damage caused by flood that destroyed most of the production which used to slow down theoperations of the company 

· Achieved a reduction in operational cost by 25% through a detailed analysis of the daily functions as well as appropriate deployment of laborers as well as strategic moves

· Recruited officials and interacted with Union Representatives on a monthly basis; resolved an extremely important staff matter between some senior supervisors and laborers on leaves involving the amendment of a leave related HR policy, as a result of this exercise

· Reduced the salary discrepancy problems and issues by 5% and almost zeroed it using measures such as performance appraisal   

· Introduced a late-to-work form which considerably brought down incidents of late coming by 30% 

WORK EXPERIENCE 
MARINA FACILITIES MANAGEMENT ABU DHABI-UAE




 May 2014 – Present
HR Camp Administrator / Operation Coordinator
· Collaborating security, HSE, legal and other requirements to camp occupants and contractors working at the camp

· Formulating daily, weekly and monthly reports on Occupants, Joiners, Leavers and Transfers and so on to the HR Operations Officer

· Performing HR related including motivational aspects and assistance

· Providing assistance to colleagues of HR Dept. in HR related activities and coordinating with Operations Team for employees’ mobilization for the smooth functioning of the projects.
· Maintaining current and former employees records and ensuring they are kept up-to- date, either electronically or as hard copies

· Handles transportation from camp to site (back and forth) as per different site timings or according to directives from site or head office. Coordinate with HR and Sites for labour transfer or movement from-to different sites, and arrange transport for emergency cases. Maintains records for all vehicles’ maintenance and service.
· Responding queries   and   providing customer   service   to   employees
· Assuring that new arrivals at the camp are provided with required amenities and induction and interfacing with security and safety to ensure security procedures are in place

· Report workers staying in the camp/not reporting to duty on daily basis to HR along with the valid reason on each case
PAMOL CAMEROON, BUEA 





Jan 2012 – Jan 2014

HR Assistant
· Extended assistance in pre-screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintained personnel records; obtained temporary staff from agencies 

· Delivered induction training to new employees

· Gave payroll related information by collecting time and attendance records; submitted employee data reports by assembling, preparing, and analyzing data

· Led secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies

· Ensured maintaining employee confidence and keeping human resource information confidential

· Retained human resources records by updating new hires, transfers, terminations, changes in job classifications, merit increases, tracking vacation, sick, and personal time

· Provided orientation to new employees on information packets, reviewing company policies, gathering withholding and other payroll information, explained and obtained signatures for benefit programs

CAMEROON DEVELOPMENT CORPORATION - BUEA



            Jan2010 – Dec 2011
 HR Coordinator
· Preparing offer packets, benefit packets and other employee related information.
· Handling employees requests and queries.
· Joining and Induction formalities.
· Coordinating employee benefit eligibility, enrolments, terminations, and payments.
· Providing written and verbal employment verifications and coordinating new hire paperwork, and new hire orientation meetings. 
· Updating job descriptions, as needed.
·  Coordinating and setting-up training classes or meetings. 
· Reviewing, screening, and maintaining applications and resumes.
· Conducting background screenings for all prospective employees.
· Maintained, monitored and tracked various statistical and departmental reports
· Producing company newsletter. 
· Assisting in preparation of special events such as Year End Celebration and other office or company gatherings. 
· Liaised between employees and the management in a courteous and professional manner
· Assisting with additional projects, as assigned.
· Provided orientation to new employees on information packets, reviewing company policies, gathering withholding and other payroll information, explained and obtained signatures for benefit programs

EDUCATION
· Human Resource Professional (CHRP) from Regional Educational Institute, Abu Dhabi – UAE in 2017 (On going)
· Post Grad. Diploma in Strategic Human Resource Management from Westford School of Management, Sharjah- UAE in 2016
· International English Language Testing Certificate Course from Al Khawarizmi International College, Abu Dhabi- UAE in 2016

· BA from University of BUEA, Cameroon in 2011

· Advance Level Certificate from Cameroon College of Arts And Sciences, Kumba in 2008

· Ordinary Level Certificate from Cameroon College of Arts And Sciences, Kumba in 2006

  IT SKILLS

· MS-Office (Word, Excel & PowerPoint) and Internet Applications
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