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             Ali 
Email: ali.370614@2freemail.com 
Objectives:  
Seeking a challenging post in prestigious Organization, this will enhance my grade and provide me with the opportunity to contribute with my talents and skills towards achieving the goal of life in your Organization. To earn a job where I can put in my best ability and hard work, and perform my responsibility towards the organization while maintaining close relationship and acknowledge team player status.

Educational Qualification:

Bachelor of Science (B. Sc.) Degree

Major:

Business Administration 

Major
             Physics &Mathematics

Graduation:
1986


University:
Eastern Michigan University – U.S.A

G.C.E – High School


School:
Al-Jameel School

Work & Job Experience: 
· Direct and implementation of company rules, policies and procedures.
· Development of Employee Orientation and Training.

· Assurance of Orientation for Newly Employees

· Coordinate to assure the company Organization Chart.

· Follow up on implementation of Safety Rules and Procedures.


· Handling Personnel Files.

· Follow up for Company license.

· Handling residency formalities & procedures.

· Refurbish of job  descriptions
· Planning the yearly department budget

· Responsible for recruitments

· Refurbish candidates files for certain required vacancies 
· Supervise and control external contracts
· Conference Assistance includes (Reservation at hotel (hall, lunch, diner, coffee break) & ( Purchase a presents for the people who shared in the conference to give it for them at the end)
· Workshops (Prepare the meeting room, send memo for the staffs, order diner until the workshops finished, PowerPoint presentations).

· Making database telephone number for The Company   

· Responsible for Incoming/Outgoing faxes
· Write letter, memo, reports, advertisings

· Maintain good relationships between departments and (ministries, hotels, restaurants, travel office).

· Follow-up in ticketing for the employees who will travel on business trips and arranging hotel reservations.  

· Arranging meetings, showrooms and conferences 

· Writing weekly and monthly reports 

· Setting goals and objectives 

· Maintain office file systems and administrative files 

· Prioritize tasks and manage time effectively

· Provide basic administrative support for the office and other Department Managers

· Write correspondence, memos, and letters
Responsibilities 

1. Recruitment 
2. Planning & implementation of Company Roles Policies Procedures

3. Seminars
4. Monitoring and updating Administration sectors of the Company
5. Advertising ( Internal & External ) 

6. Brochures – (every year)
Work Experience 
1) Human resources Manager
          Company:        Kuwait United Catering Restaurants Management 
           From:              December 2010

           To    :              Until Now

2) Human resources Manager
        Company:          Specialist Oilfield Services Kuwait 
        From:                 July 2008
        To    :                 November 2010

3) Human resources Manager

        Company:
Al-Jawad Clinic

        From:

July 2005
        To:

July 2008
4) Human resources Manager

         Company:
Al-Mishuar Catering & Food Service Co. Khubar – K. S. A

         From:

December 1999

         To:

April 2005
5) Human resources Manager

         Company:
Sofitel Doha Palace – Qatar

         From:

February 1990

         To:

October 1999

Extra-Curricular Activities:

· Translator

· High speed typing Arabic & English 

· Filling 

· Indexing

 Strengths:
· Enthusiastic
· Quick learner
· Strong work ethic
· Self motivated
Personal Information:
Date of Birth
:
01/02/1963

Place of Birth
:
Kuwait

Marital Status
:
Single
Nationality
:
Jordanian

Others
:

Good command of computer applications

Languages:
Arabic 
:
excellent command in reading and writing.

English
: 
Read, Speak, Write – Excellent.   
Reference :  will be provided upon request            
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