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Khartoum, Sudan / Mobile No. +249 914515588
E-mail: rooh_tr_rooh@hotmail.com
Marital Status: marriage / Date of birth: May28, 1991
career OBJECTIVE
Looking for friendly and congenial work culture, an open and competitive environment where individual growth and contributions are encouraged and appreciated, willing to work in a very challenging, fast paced atmosphere which offers tremendous scope for professional development accompanied by a worthwhile reward package.
EDUCATION, Training & Development 

· Preparing to Certify SHRM–CP (Society for Human Resource Management) 2020.
· MBA Holder (Master of Business Administration), / HR Specialist
At Garden City University for Science & Technology Khartoum-Sudan 2015.
· Postgraduate diploma in business administration -University of Khartoum 2013.
· B.S.c, Facaulty of Economics & social studies - University of Khartoum 2011.

[bookmark: _Hlk52446632]Training & Development 
· Human Professional Building (Sudan)
· Competency- Based HRM (Sudan)
· Labor Act 1997. (Sudan)
· Team Building, Communication skills, Negotiation skills, Change management, Performance management, Customer relations management (Sudan).
· Stress Management/ GIZ Sudan Team/ Assess your direct Manager (GIZ Workshops 2019).
· HR Network Anglo Africa (Tanzania 2019).
· Communicating across culture (British Council Sudan2019).
· HR Network Anglo Africa (virtual 2020).
strengths
·  interpersonal communication and relationship-building skills
· demonstrates self-motivation, creativity and initiative to achieve both personal and corporate goals.
· Dynamic leader and mentor, able to build teams cohesion inspire and empower individuals to strive toward ever-higher levels of achievement.
· Strong analytical and interpersonal skills; known for honest work ethics and a visionary.
· Good presentation and Computer Skills.

Job experiances 

HR. Professional GIZ 01.09.2018 - Now            [image: GIZ]

· Recruiting (identifies existing GIZ HR resources in the country and/or region, writes job advertisements and ensures publication in appropriate print and/or online media).
· Using HR pool as instrument or platform to filling vacant position,
· Find and Recruit Employees That Advance Company Objectives through HR Pool.
· Onboard new staff to GIZ HR rules and regulations,
· Training plan for staff in coordination with AV’s and staff talk feedback,
· Provide Employees with Career Assistance 
· [bookmark: _GoBack]Participate on all CHM activities and take a lead on issues related to HR relevant to CHM,
· Assists in drawing up job descriptions and requirement profiles.
· Shortlisting incoming applications based on requirements or hiring criteria, gets references.
· Organizing the selection process (interviews). *About 10 positions monthly*
· Assists with notification of unsuccessful applicants, documents the selection process, archives the documentation and enters the data in existing HRM systems.
·  Draws up the appropriate contract based on national labour law and the material and formal conditions (limited/unlimited employment contract, distinction from appraiser contract, internship etc.).
· Develop programs to enhance employee relations and offer employee support to each staff member 
· dealing with all questions arising in this area.
· identifying relevant problems and issues and assisting in formulating implementation-oriented solutions.
· assists with all other organizational and administrative processing stages, e.g. monthly update of entries in SAP HR application for national personnel.
· In consultation with the HR Professional, updates information on employment conditions for national personnel (compensation system, salary groups, model job descriptions, labour law etc.).
· Assists in implementing policies for national personnel.
· Updating a wide range of HR information materials (for new staff or for the employment manual).
· Assists in organizing the evaluation process (information on schedule for the staff assessment and development talks, filing forms, monitoring documentation on qualification requirements and professional development etc.).
· Performs other duties and tasks at the request of management
· Follow up with the legal advisor related to all complains at the labour office.
· Responsible of Archiving system 











HR Manager-Dunlop Sudan-IDCO-10/9/2017-31/8/2018[image: ] 

· Meets the staff needs with business objectives.
· Ensure that the new hire orientation process properly introduces new employees to the company culture 
· Deliver compensation and benefit comparison reports to the executive team each month and make recommendations to improve the company’s current offerings 
· Come up with new ways to measure employee morale and determine methods for improving overall employee satisfaction. 
· Act as liaison between the company and outside legal and professional resources to ensure that all employment policies follow current laws and regulations 
· Establishing the workforce planning and job profiling. 
· Maintains the work structure by updating job requirements and job descriptions for all positions. 
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes. 
· Prepares employees for assignments by establishing and conducting orientation and training programs 
· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions. 
· Ensures planning, monitoring, and appraisal of employee work results to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors. 
· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings. 
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures. 
· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records. 
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies. 
· Recommend annual Human Resources strategy, in areas of recruitment and selection.













Head of HR Section - Al-Khaleej Bank-july2017- 1/9/2017[image: ]

· Maintain the annual plans and determine the indicators of assessing employees to meet the organization needs.
· Maintain the annual plan of training & be sure of implementation of it and the developing which happening for the staff improvement.
· Maintains budget spreadsheet that includes salaries, payroll taxes and allowances.
· Executing all payroll process and ensuring the accurate entries in the system (Benta Bank).
· Calculate and prepare staff over time.
· Calculate after service benefits.
· Monitor staff attendance and provide report to management and concern manager heads.
· Executing all the recruitment procedures & recommend annual Human Resources strategy, in areas of recruitment and selection.
·  Developing job descriptions, job analysis and performance management.
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
· Prepare HR reports monthly to Admin & HR- manager (Taxes, Social insurance….etc)
· Contributes to team effort by accomplishing related results as need
· Maintains the employee handbook with updated resolutions and other pertinent information, as needed.
· Drive the manpower planning process and ensure adherence to the manpower budgets and appropriate staffing levels. . 
· Prepare annual Human Resources plans and budgets to meet the Human Resources strategic objectives. 
· Monitor implementation of the annual Human Resources plans and measure achievements of results against budgets and objectives and take corrective measures as appropriate. 
· Maintains the work structure by updating job requirements and job descriptions for all positions, negotiated with other departments’ managers.
· Prepare promotions, motivation, and annual increments reports.

HR–Specialist - Al-khaleej Bank- Jan2017- June 2017[image: ]

· Executing all payroll process and ensuring the accurate entries in the system.
· Calculate and prepare staff over time.
· Calculate after service benefits.
· Monitor staff attendance and provide report to management and concern manager heads.
· Developing job descriptions, job analysis and performance management.
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
· Prepare HR reports to GM HRD
· Contributes to team effort by accomplishing related results as need
· Maintains the employee handbook with updated resolutions and other pertinent information, as needed.
· Prepare annual Human Resources plans and budgets to meet the Human Resources strategic objectives. 
· Prepares paperwork required to place employees on payroll and establishes personnel file.  





Employee at Rowad Bank from1/2/2013 till 31/12/2016   [image: ].

· HR – Specialist. 
                               July 2015 – Dec.2016
· Handles and provides support for various HR employee programs within the organization. 
· Maintains personnel files in compliance with applicable legal requirements.
· Maintains listing of approved foundation positions along with assigned salary grade levels. 
· Processes personnel action forms and ensures proper approvals; disseminates approved forms. Maintains budget spreadsheet that includes salaries, payroll taxes and fringe allowances. 
· Prepares paperwork required to place employees on payroll and establishes personnel file
· . Assists in hiring process by coordinating job posting on the website, reviewing resumes, and performing telephone interviews and reference checks.
· HR manager – Assistant February 2013- June 2015

· Executing all payroll process and ensuring the accurate entries in the system.
· Calculate and prepare staff over time.
· Calculate after service benefits.
· Monitor staff attendance and provide report to management and concern manager heads.
· Executing all the recruitment procedures.
· Prepare annual Human Resources plans and budgets to meet the Human Resources strategic objectives. 
· Monitor implementation of the annual Human Resources plans and measure achievements of results against budgets and objectives and take corrective measures as appropriate. 
· Recommend annual Human Resources strategy, in areas of recruitment and selection.
· Drive the manpower planning process and ensure adherence to the manpower budgets and appropriate staffing levels. . 
· Conduct job analysis in coordination with the job incumbent/Manager; write and update Job Descriptions.
· Prepare HR metrics and provide HR reports to GM HRD and the business units. Identify areas for improvement and set and follow up on action plans.
KSE (KHARTOUM STOCK EXCHANGE) [image: ]                   

                                      (2011-2012) at administrative affairs department

Administrative Manager- Assistant
· helps at maintaining internal controls, purchasing, contracts and suppliers’ administration, supervising training and developing needs, and helps also at managing department operations and services needs
[bookmark: title]
[bookmark: company]HR Manager- Sudanese Planners Company      [image: ] 
                                                                            2014 – 2015 (Part timer) 
· Maintains the work structure by updating job requirements and job descriptions for all positions.
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.
· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.
Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.
Maintains human resource staff by recruiting, selecting, orienting, and training employees.
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
· Contributes to team effort by accomplishing related results as need
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