
                                              Emad AL Jayyoussi
Email: emad155@hotmail.com
                                              Phone: +973-3670-6977

Personal Information: 
Nationality:  Jordanian
Date of Birth: Nov/1981
Driving License:  UAE & Jordanian Driving Licenses

Objective:
Associating myself with an organization that has the potential structure of offering both career advancement and personal development, as well as increasing stratification of organization clients through service and connection building between clients and organization.
Education:       
(2003-2005) Diploma in Management Information Systems (MIS), Arab Community College.
(1999) High School Degree (76 %) - United Arab Emirates
Arabic:       Native Language.
English:       Very Good Reading, Writing, and Speaking. 

Experience     :    
· Aug 2018 up-to-date: Working (Remotely) at Hani Bookstore “producing and distributing quality educational products in USA and Canada” as Office Admin and Customer Service :

· Maintain Quality control over the services provided to customers.
· Developed new tasks to improve our Office admin team to be more productive and know how to handle different cases.
· Tracking the shipments toward customers, and taking action on delayed shipments.
· Phone marketing: call new schools, dealers, and institutes that can potentially be our customers.

· May 2017 To July 2018: worked at Al-Sanabel Company for Tourism Investments as a Human Resources Coordinator (Amman / Jordan):

· Help with new-hire procedures: including organizing employee orientation, creating new employee files, administering employee handbooks, and ensuring all necessary paperwork is correctly filled out and submitted to appropriate persons.
· Working alongside the payroll professional regarding overseeing benefits deductions and additions to the company’s patrol system.
· Submit and ensure the processing of all types of applications and paperwork to the Social Security Foundation.
· Answering employee requests and questions.

· Sep 2015 To Sep 2016: worked  at Luxury Castle contracting & general maintenance L.L.C  as Human Resources Manager (Abu Dhabi – UAE):
                                     
· Checking application forms, shortlisting, interviewing, and selecting candidates.
· Administering payroll and maintaining employee records.
· Interpreting and advising on employment law.
· Dealing with grievances and implementing disciplinary procedures.


· June 2011 to Sep 2015: Worked at Abu Dhabi Retirement pensions & Benefits fund as Admin Assistant (Abu Dhabi – UAE)

· Responsible for calling, emailing, and responding to companies’ inquiries.
· Calculating the subscription of monthly pension.
· Preparing weekly & daily reports.
· Distributing tasks to the team.

· Nov 2008 To June 2011: Worked at Al Mazroui Trading & General Services L.L.C as Public Relations Officer (Abu Dhabi – UAE):

· Submit and ensure the processing of all types of applications and paperwork to the local government and private sectors, including but not limited to visit visas, employment or residence visas, car registrations, Trade licenses, labor permits, export licenses, economic licenses, foreign licenses, etc.
· Proactively manage the timely renewal of all Employment Visas, Labor Permits, and company-related licenses.
· Assist employees in the process of renewing visas for their immediate dependents.
· Assist all sponsored staff and their dependents in the medical check process.
· Manage the visa checklist as when the rules on visa/labor cha change
· Assist the company and the employees with visa arrangements in Embassies.
· To maintain a database of all passports and residence visas by scanning all documents and directly updating the database when details change.

· Sep 2005 To Nov 2008: Worked at Fayad Typing Centre as Office Admin:

· Preparing labor, passport, and residency affairs applications.

· Professional Skills: 

· Communication Skills
· Ability to work under pressure
· Ability to handle more than one responsibility
· Word, Excel, Internet

References:
Available upon request.
