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Objective:
Career minded HR & Public Relations Officer with 8 years of experience skills and the ability to work independently or as a team seeking position with well-established organization. 
Highlights In Qualification
· Extensive experience in customer relationship management 
· Excellent communication and interpersonal skills 
· Great negotiating and time-management skills 
· Amazing ability to form relationships with clients

· Remarkable ability to prioritize and multitask

· Uncommon ability to work with a wide range of highly trained researchers 
Professional Experience
· HR &PR Manager (1, August 2014 until NOW) Orion contracting company – ABUDHABI.

Duties:-

· Participation in the preparation of a study of the needs of the institution of human resources
· Assisting in the preparation and recruitment plans for human resources budget.
· Contract agreements with the recruitment agency to bring in workers from abroad.
· Participate in the implementation and follow-up the recruitment process and end the recruitment procedures and complete the required documents.
· Participate in the preparation definition, procedures and systems in place in the organization for new employees and follow-up training and evaluation of their performance during the probationary period process.
· Participation in the follow-up to the preparation of reports and statistics analysis and proposals about the state of human resources organization.
· Participating in the proposal and prepare and establish a mechanism for the management of complaints and grievances from staff.
· Participation in the preparation of payroll, incentives, bonuses and evaluate staff promotions.
· Assist in the preparation of decisions, regulations, procedures and human resources commensurate with the organization's requirements.
· Assisting in the preparation and review and the requirements and conditions of incumbency Foundation.
· Participation in keeping all files, records and data on staff and updated in the HR system.
·  Receiving and sorting applications and resumes from job applicants through (website - manually), analyzed and presented to the departments according to available vacancies.
· Coordinate and facilitate interviews candidates to fill jobs in coordination with members of the Committee and to make sure to provide all the logistics required accordingly.
· Showing CVs on the Human Resources Committee to conduct the selection process.
· Data entry employment in the HR system and checking the correctness and update data in the system of posts filled.
· Candidates prepare staff to work in the enterprise files.
· Assist in the administration of all personnel policies and procedures.
· Provide advice to line managers on best practice in all aspects of employment, including company policies and legislation.
· Provide an advisory service to all employees and employee representatives on company employment policies and procedures.
· Maintain regular contact with managers to establish their recruitment needs and carry out all necessary procedures to meet those needs.
· Monitor and record absence levels in each department and provide statistical data to managers in relation to these.
· Renewal visas and labour cards and follow up in immigration and MOL.
· Renewal Trade license in Dept of economic.
· Review embassies regarding the renewal of passports staff.
· Medical examinations for new employees hired and end at full speed action.
· Review the municipality with regard to ending the building permits for projects new measures.
· Review circle Economic Development regarding the classification of companies with the department and end Procedures Category.
· Company registration for the Department of Public Works and military backing and the Abu Dhabi Company for engineering projects.
· Company renewal of lease contracts and follow-up ending with the owner of renewal procedures.
· Public Relations & HR Officer (11th April 2012 - 1ST Aug 2014).
Richmond Sustainable Engineering Solutions, Abu Dhabi, U.A.E.

DUTIES:- 
· Processing visa for Employees

· Dealing with Labor Ministry and Emigration (UAE)

· Following up and processing of trade licenses and Commercial applications

· Following up all kind of official applications
· Renewal vehicles in Traffic Dept.
· Open a case at the police and the courts all over the country.
· Opening a business license and book trade name with the Dept of economic.
· Submission of tenders.
· Prepare reports and submit them to the department for the percentage of completion of work.
· Review embassies and official and private circles to do business
· H.R. & Public Relations Officer (1st January, 2010 – 31st December, 2012)
Code Contracting Company, Abu Dhabi, U.A.E.

· Employee relations & Labor relations

· Making security clearances for sites

· Follow up workers at the sites & solving problems

· Manpower allocation

· Reporting weekly on progress of work at the sites to the Director General.

· Follow up all the business office of the correspondence, files and leave of the labors.

· Carrying out the functions of daily visits to various sites and generating reports on the basis of work completion.

· Renewal of passports, renewing residency permits for the entire staff

· Advising management on career development, work matters and personal problems.

· Administering payroll system and maintaining staff related records.

· Following up staff vacations and a table of daily attendance

· Preparing advertisement and notices for vacant positions in the organization
· Public Relations Officer (March, 2008 – December, 2009)
Talal Abu-Ghazaleh & Co. International, RAK, U.A.E.

· Renewal of passports & visas of employees, trade license of the company.
· Follow up of transactions Ministry of Labor, Municipality, traffic and all government departments.

· Follow up and coordination of training courses that are held for employees.

· Generating monthly reports on the progress of the work.

· Documentation of employee records and necessary files.

· Preparation of employee vacation schedule.

· Scheduling of meeting and preparing reports for the Executive Director.

· Designing business flow charts using MS Visio Application.

· Preparing proposals and marketing letters.
Educational Qualifications
· Bachelors in Commerce -  Business Administration
Computer Proficiency
· MS Office

· EPRO 
Jobs that is possible
· HR Officer.

· Public relations officer.

· Customer Service officer.

· Collections Department of finance.

· Administrative Assistant.

· Data entry section.
Details 
· The ability to work under pressure.

· Work as team. 

· Ambition to provide excellent service.

· Fast and efficient completion work.
Personal Details
Age & Date of Birth

:
25th July, 1982

Gender



:
Male

Material Status


:
Married 

Languages Known

: 
Arabic, English 
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