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Abu Dhabi, U.A.E.

Email: Mohammed.342648@2freemail.com 
Mohammed




 

Objective:

A top notch professional with a career track record of around 34 years of experience;  seeking a managerial position in HR and Administration, where I can effectively utilize my expertise in human relations, project management, and staff recruitment and retention, in a constructive and positive work atmosphere. 
Professional highlights:

· Clear understanding and updated knowledge of the local U.A.E. labor laws and visa processing formalities. 
· In-depth knowledge of areas such as HR Admin and personnel.

· Success at motivating staff via clear communication & outstanding organizational skills.

· Logical and analytical way of thinking.  

· Excellent communication/interpersonal & presentation skills to deal with people at all levels and professions.
· Excellent self-correspondence skills in English & Arabic.

A brief about me:  
· Aggressive, well organized, hardworking, and self-motivated who can inspire team members, manage multi tasks and perform under pressure in a fast paced dynamic environment. 

· Ability to establish and maintain good working relationships with external parties and possess good negotiation skills.

· Computer literate.

· Invariably volunteer myself and act as primary contact for employees in resolving work related issues and grievances. 
Educational Qualification:

· Diploma in Business & Office Administration, 1983, 
· Lebanese Bacc II, 1981, Saida Official School.

Other Courses & Seminars that added to my skills:

· Certificate of Completion, CCC, Communication, June 2001, UAE.

· Certificate of Completion, CCC, Motivation, June 2001, UAE.

· Certificate of Completion, CCC, Delegation, March 2002, UAE.

· Certificate of Completion, CCC, Empowerment, March 2002, UAE.

· Certificate of Completion, CCC, Teamwork, March 2002, UAE.

· Certificate of Completion, CCC, Human Resources Workshop – New Trends, May 2002, UAE.

· Certificate of Completion, CCC, Negotiation, June 2002 & October 2007, UAE.

· Certificate of Completion, CCC, Problem Solving, June 2002, UAE.

· Certificate of Completion, CCC, Power, Authority & Influence, June 2002 & March 2010, UAE.

· Certificate of Completion, CCC, Cost Control Awareness, June 2006, UAE.

· Certificate of Completion, CCC, Leadership in Action, March 2010, UAE.

Computer Skills:

Windows/2000, MS Office (Excel & Word)
Language skills:

Spoken & written: English & Arabic (mother tongue)
Personal Details:

Year of Birth
:
1962
Nationality
:
Palestinian 

Marital Status
:
Married 
Driving License
:
Holder of valid U.A.E. driving license
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Professional Experience:

CCC Group Experience 
Project
: 
AMTB Abu Dhabi airport Midfield Terminal Building 

Contract Value US$ 3,000,000,000
Title
: 
HR Manager - Personnel & Admin
Period
:
July 2012 Till 

Project
: 
HPP5 - Habshan 5 Process Plant
Scope of Work: The general construction work includes civil, concrete, steel structure erection, equipment erection, piping, electrical and instrumentation, insulation, painting and fire proofing works in addition to the EPC buildings.
Contract Value: US$ 299,350,000

Title
: 
Manager - Personnel & Administration 

Period
:
July 2010 - July 2012
Project
: 
DMP – Dubai Mall Project
Scope of Work: Construction of a retail mall together associated District Cooling Plant, external works & external services. The mall comprise about 515,000 M2 of retail space in four levels & 550,000 M2 of car parking space for 14,500 cars in eight levels
Contract Value: US$ 724,748,162
Title
: 
Head of Personnel & Admin  

Period
:
Oct2004 - July 2010
Duties & Responsibilities for the above highlights Posts:
· Control and co-ordinate multiple disciplinary activities within the HR and administrative function at a major area office or mega project, or as the head of a specific discipline at MOA.
· Undertake the more complex administrative tasks, by applying either generalist or specialist knowledge areas of expertise may include recruitment; compensation and benefits; salary administration; insurance; training and development; research; camp, site 

· Develop, undertakes continuous review of, and recommend improvements to HR and administrative procedures, policies and practices to enable the provision of an effective quality service to the company.  

· Develop and seek approval for new or project specific practices not addressed in existing policies and procedures
· Act as an advisor to management on all human resources and administrative issues

· Providing expert advice and guidance to assist in decision taking.   

· Prepare and submit regular budget reports, ensuring variations from approved levels are identified and explained.

· Participate in the development medium term manpower plans to assist in ensuring provision exists for all CCC activities to be fully and ably staffed

· Manage and co-ordinate staff mobilization and demobilization activities to ensure optimum staff deployment potential
· Provide input for appraisal of staff, upon request of supervisor, to assist in assessment of individual performance against set objectives
· Investigate cases involving grievance and disciplinary issues for resolution if they fall within ambit of authority, or referral to superior in the more complex or serious cases

Location
: 
Area Head Office, Abu Dhabi UAE
Title
: 
Head - Personnel & Administration – July 2000



Area Personnel Administrator

Period
:
July 1986 - Oct 2004
Duties & Responsibilities:
· Ensured the provision of a comprehensive service covering all administrative and personnel activities, and the proper application of relevant Company procedures and instructions in order to fulfill the requirements of the project efficiently
· Organized the activities related to the personnel administration of the project according to the Company's procedures and instructions and to local laws and regulations. These activities included local and external recruitment, inter-company transfer of employees, personnel records and documentation, visa and residence formalities, statistical reports and other related requirements
· Established, maintained and improved good relations with third parties, particularly local government officials
· Co-ordinates, supports and supervises the personnel function so as to optimize its effectiveness and ensure the proper implementation of the Company's Personnel Policies and procedures

· Provides a permanent channel of communication of all personnel administration matters between the Managing Office and the Company's employing locations within Area

· Advises management on all aspects of employment in light of the laws and regulations applicable in. Organizes the activities related to Personnel administration of the Area Projects in accordance to the Company's current procedures and instructions and to local laws and regulations. 
Project
: 
Sharjah - Dubai 24" Gas Pipeline
Scope of Work: Turnkey project which involved the design, procurement, construction, commissioning, operation and maintenance of the 75 kms long 24" diameter pipeline for the purpose of transporting up to 100,000 MMBTU of gas from Amoco's gas processing facilities in Saaja (Sharja) to Dusup in Dubai.

Contract Value: US$ 33.4 Million
Title
: 
Administrator Personnel
Period
:
Jan 1986 – July1986

Project
: 
Sharjah Liquified Petroleum Project
Scope of Work: The Project involved civil works and mechanical erection executed at two location, an LPG extraction plant at the Saaj Field and an LPG refrigeration plant at Hamriyah.

Contract Value: US $ 13.3 Million
Title
: 
Administrator Personnel
Period
:
Jan 1985 – Jan1986
Project
: 
Margham Plant Construction Project
Scope of Work: The project involved all civil works, site preparation. etc,: fabrication and erection of A/G and U/G piping including pipe supports, erection and process equipment, construction of all electrical and instrumentation works.
Contract Value: US $ 23.0 Million.
Title
: 
Administrator Assistant Personnel
Period
:
Nov 1983 – Dec 1984
Responsibilities highlights for above posts. 

· Organized the activities of the project according to the Company's procedures and instruction. These activities included local and external recruitment, intra company transfer of employees, personnel records and documentation

· Coordinated the activities of the Personnel section of the Project Administration, and supervised the preparation and processing of all related documentation in accordance with established Company procedures and regulations
· Maintained complete, accurate, and updated records for all site daily rated and monthly employees. This included the preparation of various reports that indicated the current status of manpower
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