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           Curriculum Vitae

BASEM TAHSEEN AL SHANTI
Nationality:              Jordanian

Date of Birth:           01/08/1984

Gender:                     Male

Religion:                   Muslim
Marital Status:        Married
Contact Address:    Kingdom of Bahrain
Visa Status:              Bahrain Employment Visa
E-mail:                     basemshanti@hotmail.com
Mobile Tel:              +97339995506
Bahrain Driving License:   Available
Objective

Looking forward for a job seeking a career that will help me achieve high quality work under minimal higher authority supervision. Building a professional relationship with my superiors with diplomacy and commitments. Overcoming any obstacle in a positive and a reliable way and lastly to adapt to all new environments, under any circumstances.

Qualification

Jan 2008                           AL- Israa University                        Amman- Jordan

BSC in Business Administration (Finance and banking Major) graduated with excellent. 
Graduation Research:

(PORTFOLIO MANAGEMENT)

July 2002 Abu Dhabi Secondary School   Abu Dhabi, UAE    
General Secondary Certificate, Scientific Section.
Professional Experience: 

Employer: Arabtec Construction, Kingdom of Bahrain Branch.
Designation: HR & Administration Manager 

From: September 20th, 2011 to Up To Date.
Job Description:
· Understanding of the HR concepts, strategy, planning, formulation and implementation of the HR, Personnel Policies & Procedures in order to smoothly integrate business plans with HR goals.
· Drafting of Job Descriptions in coordination with Division/Department Heads.
· Ensuring statutory compliance under various Bahrain Labor Laws and advising the top management on labor strategy to foster cordial and healthy industrial relations.
· Employee relations, services, and counseling
· Employee personal file management.
· Supervision of Staff & Labor attendance final report.
· Handling Recruitment Section.
· Supervision Job offers for the new employees.
· Preparing Yearly manpower plan.

· Preparing Company Organization Chart.
· Performance Management and annual appraisal schemes
· Identifying the training needs and preparing the training calendar & programs.
· Preparing Salary Scale.
· Supervision of staff annual leave plan, follow up and ensure compliance.
· Supervision of Staff Master List.

· Allocation of manpower resources to the company’s various projects.
· Supervising the transaction between the Sites.

· Employee number system.
· Supervision of the staff annual leave settlement & final settlement.
· Managing Accommodation & Transportation section.
· Managing Ticketing & Hotels section.
· Office petty cash.
· Direct supervision of the Personnel & Public Relations Sections
· Direct supervision of the visa section (LMRA, Immigration, GOSI, and MOL). 

· Preparation and Managing of Payroll through ERP based on Oracle Data base.
· Supervising the IT Dept.
Employer: Royal Joinery, UAE, Abu Dhabi
Designation: Administration, HR. and Store Manager in charge 
From: Feb 01th 2010 till August 31th 2011.

Job Description:
· Supervising the Attendance sheet for the Staff & Labors.
· Preparing monthly payroll.
· Preparing Staff Master List.
· Handling the visa section.
· Managing Accommodation & Transportation section.
· Prepared all Company Forms.

· Preparing annual leave settlement & final settlement.
· Preparing Company Organization Chart.
· Preparing yearly manpower plan.

· Preparing the job offers for the new employees.

· Handling Recruitment Section.

· Involved in candidate interviewing, assessing and selection.

· Preparing the M.B Numbers for new employees.

· Arranging the transaction between the Sites.
· Handling petty cash.
· Asset Tracking.

· Supervising the Central Store.
· Supervising the purchase and work flow.

· Money Collection in Charge.
· Booking and generating the invoices of suppliers and Clients.
Employer: Emirates Falcon Electromechanical, UAE, Dubai
Designation: Admin & Payroll Officer 
From: Sept 30th, 2008 till Dec 30th 2009.

Job Description:
· Asset Tracking.

· Preparing annual leave and Final Settlements.
· Preparing monthly payroll.
· Handling petty cash.

· Preparing summary petty cash of projects.

· Preparing the job offers for the new employees.
· Preparing the Attendance sheet for the Staff & Labors.
· Arranging the transaction between the Sites.
· Managing Accommodation & Transportation section.
  Employer: Darna Properties, UAE, Dubai
  Designation: Admin & HR. Officer 
  From: Feb 16th, 2008 till Sept 25th 2008.
Job Description:
· Handling petty cash.

· Preparing the Attendance sheet for the Staff & Labors.
· Ensure documentation and compliance with all relevant employee regulations.
· Asset Tracking.

· Preparing monthly payroll.

· Managing Ticketing & Hotels section.
· Preparing Staff Master List.
· Handling the visa section.
Skills:
· Computer Skills:
- Microsoft Office (Word, Excel & Power point)
· HR & Administration Skills
· Team Leader Skills
Languages:
Arabic (Mother Tongue)
English (Excellent)
References:

· Mr. Nameq Sami Kanan – Assistant Manager – Projacs – Kingdom of Bahrain 

Mobile: +973 39677192
· Mr. Mohammed Al Guraifi – Commercial Controller – RSS - Kingdom of Bahrain

Mobile: +973 33447899
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