Ashraf Mohammad Alhassan[image: IMG_14913031042921]
[image: ]

[image: ]

[image: ]

[image: ]

[image: ]


Human Resources & Administration Professional
Mobile: 0912172694/0964532241
E-mail: nagros20032003@gmail.com


P r o f i l e  S u m m a r y

Competent and service-oriented professional presently looking for a solid career foundation within a challenging, changing and competitive environment in Human Resources & Administration. Eager to utilize and improve skills acquired through education, training and experience. Dedicated and self-motivated personality possessing  excellent  analytical,  problem  solving,  communication,  leadership,  decision,  making,  supervision, interpersonal and administration skills. A trustworthy professional and active team player with willingness to work towards achievement of organizational goals and career growth.
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STRENGTHS
	-Job Knowledge - Possesses the technical/professional knowledge required to successfully perform job duties
	-Interpersonal Skills - Adheres to Standard of Ethics

	Reliable, trustworthy and persistent
	-Proficient in English, speaking, writing and listening

	-Initiative and creativity - Ability to work with minimal supervision and  takes ownership of work and makes suggestions for improvement
	-Possesses a flexible approach to work with a responsible attitude

	-Leadership - Demonstrates the ability to lead and direct others in accomplishing work
	-Ability to analyze and solve problems

	-Planning and Organizing – Possesses the capability to organize own time and plan strategic initiatives as well as managing operational goals
	-Skills in organizing, prioritizing, and scheduling workflow

	-High Quality of Work - Able to work well under pressure
	-professional trainer 

	-Judgment - decisions are based on logical assumptions; reflect factual information and available resources.
	-Self-motivated and able to work as part of a team

	
	

	
	





C a p a b i l i t i e s[image: ]

[image: ]

[image: ]

[image: ]

[image: ]






Human Resource Management

·  Mastering the  human  resources  operations  of  the  entire  business  such  as  recruitment,  training  &
· Developing compensation & benefits, payroll and employee relations.
· Supervising  the  entire  life  cycle  of  recruitments  like  identifying  manpower  specifications,  sourcing, selection process, conduct of examinations and interviews.
· Planning human resource requirements in coordination with various functional and operation heads.
· Organizing and evaluating job descriptions, job analysis,  performance management system and performance appraisal management system.
· Accomplish various compensation  policies,  increment,  incentives  and  benefits  including  payment packages for newly hired employees.
· Preparing and keep payroll documentations; design, execute & handle payroll policies/procedures.
·   Determine  training  needs,  implement  training  procedures,  prepare  training  manuals  and  conduct training as well as ensuring training effectiveness by consistently creating pre-post assessment tools.
· Formulating  and carrying out employee policies and procedures as stated in the legal requirements as well as accomplish statutory responsibility of various social laws.
· Managing  employee  welfare  through  get  together,  team  building,  recreational  activities  to  improve productivity output and motivation levels.
· Maintaining all employees’ service records from joining to leaving formalities.

General Management (Administration & Operations)

· Drive category performance within the whole facet of business operation.
· Skilled in management duties, business, strategy development, staff motivation and client service.
· Improve turn-around times by providing suggestions for significant procedures and controls.
· Resolve operational problems for the constant improvisation of workflow and procedures.
· Plan, develop  and  carry  out strategy for operational  management  and  development to  meet agreed organizational performance within agreed budget and time-frame.
· Set up suitable systems to measure aspects of operational management and development.
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Dynamic International Oil Well Services(Haggar Group) May, 2010 up to March, 2015
· To manage, administer and implement the Company’s Annual Performance Evaluation, Career Path Development planning, EPSI and training plans.
· To determine training needs for company staff, conduct annual training plan and measure the training outcome annually.  
· To be responsible of administering and running the day to day activities of the HR department.
· Contribute to the development of proper administrative system and routines.
· To conduct all new hiring interviews with the assistance of Department Heads.
· To keep up-to-date all EPs personnel records.
· To administer the Company’s HR system and CV Data Base.
· To organize, directing and supervising the staff affairs.
· To perform other roles as shall be assigned by General Manager. 
· Periodical report writing for matters related to job description.
· Representing the company in labour office, and all legal cases related to labour law.
· Responsible for following client’s QHSE policies.
· Responsible for protecting company’s assets.


A Human resources Supervisor and QMR (Quality management Representative), in M-I-Schlumberger   Drilling Fluids, UK Sudan Branch from June 2005 to April 2010.

· Administer leaves of absence, including sick, annual leave, personal time off & payroll processes. Additionally, writing and dispatching routine or straightforward letters. 
· Maintain personnel records required by law or organization policy; and records of personnel transactions such as hires, promotions, transfers, performance reviews, terminations, and employee statistics for government reporting (visa, Health and social insurance).
· Assist the HR team in keeping records (database, contact list, and personal files) of daily/weekly/monthly consumptions in the filing systems and computer files.
· Assist and carry out recruitment exercise by writing out the ads (newspaper ads, online job ads or agency), calling suitable candidates and arranging for interviews.
· Manage the recruitment process from inception to hand-over of the applicant pack (all completed pre-employment checks) to the recruitment department and act as supervisor of Recruitment Administrator, monitoring and executing all of the recruitment transactional processes required to meet both Service Level Agreements and ultimately the timely completion and delivery of the recruitment process.
· Being an active part of on boarding process and ensuring the new joiners has been effectively inducted into the business.
· Performs other related duties assigned for the purpose of ensuring the efficient and effective functioning of work unit.
· Office facility management like company subscriptions (magazines & newspapers), mobile/Landline numbers, and phone extensions and different equipment to allocate them to the assigned persons.
· Negotiates and seeks out vendors for stationary, branding, consumables, and furniture.
· In charge of the indoors and outdoors social events and occasions.
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English Language Teacher



Alandalous Private School (English Teacher) November 2001 to May 2005
 Teaching English;
 Classroom management;
 preparing and setting tests, examination papers, and exercises;
 marking and providing appropriate feedback on oral and written work;
 Devising, writing and producing new materials, including audio and visual resources;
 Organizing and getting involved in social and cultural activities such as sports competitions, schools parties, dinners, excursions and pricing events appropriately;
 Booking coaches and travel for excursions;
 Freelance teaching on a one-to-one basis;
 Running specialist courses for which may require knowledge of scientific, technical or commercial terms;
 Basic administration such as keeping student registers and attendance records for starters and leaver.
Currently, am working at Omdurman Mining  Company, Since March 2018 up to date
Academic Qualifications 


	Academic Degree
	Institution 
	Specialized field

	· MBA
	· University of  medical science and Technology 
	· Master of Business Administration- HRM

	· High Diploma 
	· Alnelain University
	· Political sciences      2001

	· BSC
	· Alnelain University
	· Sociology 2000

	· BSC
	· Omdurman Ahliah university
	· Financial Accounting      2000









[image: ]

[image: ]

[image: ]

T r a i n i n g  C o u r s e s
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1 –Leadership skills – Tadreeb Training center - Qatar 2010.

2- Manpower planning –Tadreeb Training center  - Qatar 2011

3- Negotiation skills – Tadreeb Training center - Qatar 2011

4- Internal Audit ISO 9001:2008 (Sudan-ICQ Training center)

3- Lead Audit ISO 9001:2008 (BSI-EGYPT).

4-HRM skills course (Dubai).

5- Chartered human resource professional course.(Sudan)

6- Strategic Business Planning. London 2013

10- Talent Management- ICQ- Sudan 2013

11- Projects management professional- millstone- Sudan 2014

12- Finance for nonfinancial- Alola- Sudan2014.

13- Training of Trainers.

13- Many HSE trainings.

14- Methodologies of teaching English as foreign language.(Saudia- Jeddah Teachers college).

15- Many other certificate in short training.


Special qualifications and skills:
· Professional English and soft skills trainer
· effective communication skills 
· Working under stress.
· Professional Trainer.
· Working with multi-national staff.
· Results oriented
· Customer Focus
· Expert on Managing HR Operation activities







P e r s o n a l  D e t a i l s
Sudanese.[image: ]

[image: ]

[image: ]

[image: ]

[image: ]


Married
23th  May 1974 

Local Sudanese is available local Sudanese 
Arabic (Mother Tongue) & Excellent Spoken English. -Nationality
:
-Marital Status
:
-Date and Place of Birth
-Visa Status
:
-Driving License
:
-Languages
:
-Hobbies
:


Reading, Travelling and Physical Exercises.
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