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Job Objective


Seeking a challenging management position in a professional work environment, where I can gain new experiences and skills to my previous ones. 
Education

· Jan, 2006-Jul, 2007              Master of International Business
                                                    University of Wollongong in Dubai
· May, 2011-Jun,2011             Human Resources Management Professional Diploma
                                              Amiri Consultancy Group + AL-Ghurair University in Dubai
· Sep, 2001-Sep, 2005             Bachelor Degree in Commerce & Economic – Accounting
                                                    Damascus University in Syria

Work Experience


· Nov. 2012 –  current             Abu Dhabi Polymers Company (Borouge)                                Abu Dhabi
                                                       Scholarship & Foreign Assignment Specialist
Responsibilities: 
· Responsible for the design and implementation of scholarship and foreign assignment in line with the overall company strategies and corporate directives.

· Develop Scholarship, internship and Tawteen program procedures and provide expert advices on Borouge procedures in line with ADNOC.

· Identify areas that need review and updates, providing advice to ensure best practices to attract and retain the best talents.

· Responsible to identify a list of relevant and quality learning institutions that meet the company business needs to develop its sponsored scholars and Tawteen candidates.
· Develop and implement selection process of study leavers and apply solutions that address their needs in coordination with their universities.
· Responsible to validate all supporting documents and certificates of applications to ensure accuracy and reliability.

· Monitor the performance of those on scholarship and evaluate the processes of Tawteen program to ensure quality delivery of learning and evaluate the return on investment.
· Plan and coordinate internships for selected universities students.

· Maintain good relationship with academic institution in order to develop new academic program that meet business needs.

· Organize big events in collaboration with academic institutions such as: educational fairs & Abu Dhabi Olefin Academy to attract and retain potential  talents of Emiratis.
· Aug. 2010 – Apr 2012          Ajman University of Science & Technology                                     
                                                       Student Activities Manager
Responsibilities: 
· Provide leadership training for students by organizing conferences, workshops, and seminars and contribute to the orientation programs held for freshman students.

· Assist the Dean of Student Affairs to design Job Descriptions, Job Evaluations and Performance Appraisal.
· Provide undergraduate students with career counseling services.

· Develop strategic plan for the Deanship of Student Affairs.

· Supervise the staff of student activities division & design new training and development programs for them.
· Recruit undergraduate students through developing promotional materials and organizing on-campus recruitment events, school visits and attending universities fairs as well as big educational exhibitions such as GETEX.

· Prepare the Deanship of Student Affairs' good practices according to the commission for academic accreditation standards in Higher Education.

· Provide reports, statistical data and Deanship’s budget ensure that adequate provision is made for all activities and monitor expenditure against approved budget.

· Organize various and large activities & events such as: Career Fairs, Global Day, Awareness Days, etc.

· Coordinate with other university administrative departments, such as Public Relations & Communication, Marketing, and Procurement, on matters related to student activities. 
· Mar.2008 – Aug.2010           American University of Sharjah                                                       Sharjah
                                               Training and Counseling Services Coordinator

Responsibilities:
· Preparing Training sessions & Orientations.

· Developing procedures/guidelines/goals/objectives related to the functioning of counseling services at the university.

· Creating& Analyzing MIS reports.

· Assisting in other tasks such as: Creating flyers, posters & ads, Indexing LCS library, modifying: new LCS chart, new Referral guide for faculty & staff & LCS brochures & booklets.

· Worked temporary with career & advising center.
· Academic year 2009/2010               American University of Emirates                                                 Dubai
                                                       Instructor – Part Time
                                                       College of Business Administration

Responsibilities:
· Designing, preparing and developing teaching materials.

· Setting and marking examinations.

· Delivering lectures and assessing students' coursework.

· Teaching large and small groups of learners from a range of backgrounds, abilities and ages.
· Providing pastoral care and support to students.
· Nov.2005 – Mar.2008             Target Computer Establishment                                                      Ajman
                                                 HR Executive
Responsibilities: 
· Processing employees' records & payroll / benefits preparation.

· Recruitment procedures: developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates.

· Creating & Analyzing MIS reports.

· Following up of accounts receivables & accounts payable.

· Preparing Bank reconciliation statement, payments & sales vouchers and prepare different financial reports.
Courses & workshops Attended 

· Strategy Management Systems.                                                   The British University In Dubai
· Transforming Project management.                                             SUKAD
· Setting and Achieving Goals.                                                      Dale Carnegie Training
· Customer Service Excellence.                                                     AMIDEAST Institute
· Project Management Course.                                                       Project Management Institute(PMI)
· Test of English for International Communication (TOEIC).
Skills


· Management Skills. (Problem solving skills, Communication skills, Time management skills, Conflict management skills).
· Preparing financial reports & statements (P&L, Balance sheet, Cash flow, Pay Roll).
Computer Skills 


· Hold a certificate of International Computer Driving License (ICDL).

· Good knowledge of Banner, Oracle, Outlook & Internet.
Languages 


· Arabic   -  Native Language.

· English  -  Excellent in Reading, Writing & Speaking.
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