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HR Manager, Bahrain Livestock Company B.S.C

	Personal Details
	Mobile: 33030069 
Email: alya.tarradah@gmail.com 
CPR: 890707952 
Nationality: Bahraini 
Marital Status: Married 

	Summary
	Dedicated HR professional with experience in initiating the HR function from the ground up, forward thinking change agent providing track record of developing and implementing new policies, improved processes, strengthening the corporate culture and hiring top talents. Proven ability to work with senior management team to integrate the human resources function with the overall business strategy.  

	Experience
	BAHRAIN LIVESTOCK COMPNAY B.S.C- BAHRAIN                                          NOV 2016 – Present
HR Manager
· Transformed previously disorganized, under-performing HR Department into well-functioning, cost efficient  and well -designed function.
· Slashed recruitment costs by 90% by revamping recruitment strategies and bringing the functions in- house rather than depending on recruitment agencies.
· Implemented, integrated and maximized the usage of the new HRIS system which had dramatically improved the efficiency of the HR function.
· Reorganize the work by conducted thorough and intensive job descriptions, salary analysis and adjusting the salary grade system to reflect the industry standards.
· Identify and assess future and current training needs through job analysis, career paths, annual performance appraisals and consultation with line managers
· Draw an overall or individualized training and development plan that addresses needs and expectations
· Deploy a wide variety of training methods
· Monitor and evaluate training program’s effectiveness, success and ROI periodically and report on them.
· Improved employee satisfaction by implementing 360-degree feedback process to identify and correct problem areas.
· Spearheaded a succession planning process 
· Initiated the performance management system and provided the senior managers with some guidelines to set their employees KPI’s.
· Handled the onboarding process and provided appropriate training to the new employees.
· Updated policies and procedures monitoring consistency and effectiveness.



[bookmark: _GoBack]Lead Auditor – ISO 9001:2015 requirements
· Assist in development of audit plans, audit schedules
· Participate in quality audits (and lead a team of quality auditors, when needed)
· Identify processes, situations, etc., where organization is meeting requirements, as well as identify opportunities for improvement
· Assist audit team in developing audit reports; present audit reports to top management, as needed
· Assist with follow-up audits, as required

HAJI HASSAN GROUP - BAHRAIN                                                                       NOV 2013- OCT 2016
HR Officer
Recruitment: 
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff. 
· Attracts applicants by placing job advertisements 
· Determines applicant qualifications by interviewing applicants, analyzing responses, verifying references, comparing qualifications to job requirements. 
· Developing job descriptions. 
· Conduct Induction programs for all the new joiners.

Training and development:
· Analyzing training needs in conjunction with departmental authorities 
· Supporting the HR Management team in developing, implementing and managing the Training strategies
· Manage Training levy budget and administer the updates as per the direction by the management team
· Produce report on the training levy with recommendations on regular basis 
· Designing career development plans in coordination with department heads 

General Duties: 
· Managing GOSI reconciliation and cost allocation among 13 divisions. 
· Contribute in payroll verification. 
· Participating in Trade union meeting and high committee meetings. 
· Head of Social Committee within HHG. 
· Responsible for employee annual performance review.
· Coordinating with Tamkeen for their support schemes as and when needed.
· Translating articles, policies and memos from English to Arabic and vice versa. 
· Responsible for communicating with the ministries and government authorities. 
· Issuing warning letters, salary transfer letter, termination acceptance letters etc.


HR MANAGER ASSISTANT   -BAHRAIN                                                               JAN 2013 - OCT 2013
AL-MISHRAQ CONSTRUCTIONS
· Scrutiny and compilation of data pertaining to all salary deductions and earnings to facilitate timely and accurate payroll processing.
· Inspect and process benefit related documents to facilitate efficient benefits administration such as Medical, GOSI, etc.
· Coordinate and assist in the interview process in coordination with the concerned
departments.
· Maintain applicant's database to facilitate the screening and selection process.
· Administer and develop screening tests to ensure effective selection process.
· Handled issues related to staff attendance reports & data

PROCUREMENT OFFICER                                                                               OCT 2012 TO DEC 2012
· Provide pivotal assistance and support to our client's procurement and production functions
· Ensure all internal targets and customer requirements are achieved.
· Ensure that objectives are met in a cost effective and timely manner and undertake a wide range of inventory, procurement and scheduling activates.
· oversees the activities of the department responsible for purchases
· Assign duties to each member of the staff and review the work
· Approve the best products or services that have low prices after reviewing and analyzing all options
· maintaining accurate records of purchases and pricing
· Developing good relations with suppliers.

SENIOR OFFICE ASSISTANT  - BAHRAIN                                                          JAN 2012 TO SEP 2012
KUMON BAHARIN W.L.L
· Provide the highest-level customer service to Instructors as well as internal staff
· Perform a variety of administrative tasks including:
· Scheduling appointments; preparing correspondence, memos, presentations, and reports
· Answering telephones, setting up meetings and conference calls
· Ordering supplies
· Screen office visitors, incoming calls and mail
· Prepare and maintain confidential information and reports.

	Internship
	Ministry of Justice                                                                                                   2010

· Maintains financial records for Minors' Estates' Directorate by analyzing balance sheets and general ledger accounts.
· Reconciles general and subsidiary bank accounts by gathering and balancing       information.
· Accomplishes accounting and organization mission by completing related results as needed.

	Core 
Achievements

	
· Designed new mechanism for cost allocation for 13 Subsidiary of Haji Hassan Group which had reduced errors by 74%.
· Managed 5 successful events for 1200 employees.
· Managed BHD 70,000 training budget and achieved company's scheduled goals.
· Got promoted to senior office assistant in "Kumon Bahrain" in less than one year.
· Won the first place in "poetic schools in the Arab world debate".
· Won the third place in “Bahrain between past and present in Arabic” writing event and was honored by Shikha Hala Bint D'aig Al Khalifa


	Education
	B.SC, Accounting and Finance                                                                                                   2011 
University of Bahrain GPA 3.36/4 
Secondary School Science Certificate                                                                                    2007 
Khawla Secondary Girls School GPA: 96.5 %

	Courses and	    
 certificates
	ISO 9001:2015 Lead Auditor – IRCA – RICI                                                                            2017
CIPD level 5 – UK- BIBF                                                                                                            2016-2017
Learning and development certificate – Informa Middle east (SHRM)                       2015
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