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Nada Husain GHULOOM, CIPD

Mobile.0097334099796 /0097339053358 ● Nationality: Bahraini ● Martial Statutes: Single ● Email. needya2006@gmail.com
Human Resources Professional
Human Resources professional with Over 9 years’ of progressive experience augmented by a strong post-secondary background in Human Resources, and Business Administration. Experienced in Administration, Benefits/Compensation Administration, Talent/Performance Management, Recruitment/Selection, Training/Development, HR Policy and Organizational Design, Contract Negotiation, Job Costing Analysis, People Management, Progress Improvement, and Strategic Planning. With Knowledge of Labour Relations, Occupational Health & Safety, Pay Equity and other related labour laws. Proven ability to function as a Strategic HR Business Partner and develop and implement successful human resources management strategies to support corporate mandate. 

Creative and innovative thinker with effective human resources management and goal setting abilities combined with superior leadership, team building, communication, interpersonal, and presentation skills.  Self-motivated with the ability to excel in a fast-paced environment; communicate effectively at all levels; manage competing priorities; and adapt readily to new challenges.

Key areas of focus:

· Learning & Development 
· Strategic Analysis & Planning 
· HR policies and procedures

· Performance management

· Compensation and merit structure
· Workforce development

· Strategic communications

· Talent Recruitment & Retention 

 Relevant Experience  
German Orthopeadic Hospital 







2019–2020
HR Manager and Administration 
Developed Human Resources department in the Hospital. Continuously update the Human Resources plan to keep the proficiency at a smooth rate. Participate in strategic meetings and report directly to the president as a senior staff member. Work with management to develop organizational, personal and employee development programs and Administered benefits and compensation programs, including health and state disability insurance, workers’ compensation, paid time off and performance management for full-time and part-time employees.
· Develop and implement HR Strategies and initiatives aligned with overall business strategy. 

· Bridge management and employee relations by addressing demands, Grievances or other issues. 

· Manage the recruitment and selection process. 

· Support current and future business needs through the development, engagement, motivation and preservation of human capital. 

· Develop and monitor overall HR strategies, systems, tactics and procedures across the Hospital. 

·  Nurture a positive working environment. 

· Coach managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity  

· Performed extensive research to update department policies and procedures.
· Implemented in-house training courses.
· Ensure legal compliance throughout human resource management. 

· Handling all government department cases NHRA , LMRA , Tamkeen, Immigration
Flow Logistic Company (Jeddah) 






2018 – 2019
Human Resources Manager

Lead and leverage HR processes and drive key HR initiatives across departments, including staffing, performance management, compensation planning, talent review, training and development, rewards & recognition, organizational effectiveness and employee communication

· Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures

· Manage the full recruiting life cycle process which includes creating job specification, interviewing, extending and negotiating offers, and onboarding

· Producing Recruitment adverts and managing the recruitment process including writing competency based questions, interviewing and sending offers

· Manage all day-to-day HR responsibilities, including: salary/bonus planning, staffing, off-boarding, performance management, reporting/analytics

· Compensation management including performing and updating salary surveys, and updating and writing job descriptions

· Drive organization design, workforce planning, sourcing & staffing (including supporting recruitment process)

· Binding HR policy with Central bank of Bahrain and LMRA Policy.

· Handling all tasks related to HR and administration department.

Landmark Hospitality and retail Group 





  2015 – 2018
HR Assistant Manager 
Directed and efficiently managed the Human Resources, L&D and Administration functions for the Bahrain Hospitality divisions of the Group, reported to the Head of HR in Dubai and Area Business Manager.
· Coordinate all aspects of employee Learning & Development for Operation team and MOD 

· Manage annual PDR (Personal & Development Review) process, including ensuring all PDRs are completed within time-frame and completed documentation uploaded to L&D Database 
· Coach managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity  

· Handle employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with legal council, supervisors and management

· Identify talent and aspirations of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company

· Develop job profiles and source candidates from major job boards; select, interview and hire employees in collaboration with department managers

· Plan and develop on-the-job training programs for line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover 

· Provided Human Resources services and support to managers and division heads, assisting them to achieve divisional goals and objectives through strategic people management
· Manage the HR Information System ensuring accuracy and integrity of data at all times 

· Design and deliver courses which will help to improve employee performance (HR for non HR manager course, team building course etc...) 

Almoayyed Contracting Group 







2010 – 2015
Assistant Human Resources Manager 
Supported human resources department overseeing activities for 12 facilities throughout the Organization 
· Revised employee policy manual, ensuring all policies followed Bahrain labour Law regulations

· Created internal correspondence, including quarterly newsletter and memos

· Conducted annual employee survey; reviewed results and drafted summary for senior leadership
· Assisted with candidate interview preparation by creating packets for interview participants
· Ensuring the department complies with all recruitment Policies, Laws, and Regulations. 

· Maintenance of the HR records and systems. 

· Keeping track of any employee anniversaries and awards they are due support to company employees. 

· Interpreting and clarifying the companies HR policies & practices 

· Handle employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with legal council, supervisors and management

Bahrain Duty Free  







2009 – 2010
Customer Service and Receptionist 

             Education and Certifications   
Bachelor in Business Studies - Systems Track
Arab Open university Bahrain — AOU
HR Diploma Certification Institute
Chartered Institute of personnel and Development — CIPD 

HR Certification Institute
Society of Human Resource Management — SHRM (on going)
 Languages 
Arabic: Excellent in reading, writing and speaking 

 English: Excellent in reading, writing and speaking 

 Indian: Fluent speaking 

 Persian: Fluent speaking 

 Urdu: Fluent speaking 
Sanskrit: Basic

Panjabi: Basic 
 Technical Skills
Proficient with Microsoft Word, Excel, PowerPoint and HIS 
 References 
Available upon request 

