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Ammar Alahmad

Dumar, Damascus, Syria
Mobile: 0932875987, Tel.: 011-2349876
E-mail: ammar.alahmad@yahoo.com

OBJECTIVE:

Seeking a job as a Human Resource Management Professional at Al-Manar
Company, using more than five years of human resource management experience and my
academic background in Business Administration majored in Human Resource
Management.

WORK EXPEREIENCE:

MOKAIDI Company Damascus, Syria

Human Resources Supervisor 5/2011 -
Present
« Conducting institutional development of Mokaidi in cooperation with its
staff to be able to accomplish its new objectives
» Drafting new by-law of Mocaidi based on the new structure and technical

contents
Al Asfar Cement Company Damascus, Syria
Human Resources Associate 2/2009 — 4/2011

« Set up salary and compensation systems from scratch level in addition to required
policies and procedures on enrolling employees in social security system

UNDP United Nations for Development Programme Damascus, Syria

Y¢



Administration Assistant 1/2008 — 1/2009
» Supported the food project officer, in preparing the mission programme and
compile limited key documentation for the mission’s review

EDUCATION:
Higher Institute of Business Administration (HIBA) Damascus, Syria
Master of Business Administration (MBA) 2014-2016

Majored in Human Resource Management

Damascus University

Economics Faculty

Bachelor Degree of Business Administration (BSc) 2010-2013
Majored in Human Resource Management

One of the top ten students (GPA: 3.8)

SKILLS:
- Well Command of using MS-Office 2015 (Word, Excel, Power point).

- Excellent in using Social Media (Facebook, Twitter, LinkedIn) and Browsing the
Internet.

- Excellent communication skills gained when | was working as a volunteer in
public relations section in Syrian Red Crescent (NGO) for two
years.

- Handle pressure very well being responsible for submitting more than ten projects
on time.

- Very good team player as | participated in many youth volunteer projects during
my college years.

TRAININGS:

- Labor Market Skills Program. Syrian Private University (SPU). December, 2014
—January 2017

- ICDL Certificate, Step By Step (SBS) Computer Center, Damascus, Syria, 2016.
- MS. Project 2013,. Alafaq Center, Damascus, Syria, 2015

- ISO 9001 Internal Auditor Certificate. Aljodeh Center. Damascus, Syria.
December 2014
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LANGUAGES:

« Arabic: Mother tongue
» English: Fluent (reading, writing, and speaking)
« German: Beginner (reading, writing, and speaking)

MEMBERSHIPS:

- IHRM Member (Institute of Human Resource Management -NGO), Damascus,
Syria since 2014

- Syrian Red Crescent-NGO Volunteer since 2013

HOBBIES AND INTERESTS:

Reading international business reviews, making new friends, volunteering, and
traveling.

REFERENCES:

Dr. Sami Mohsen

Doctor of Business Administration —Faculty of Economics- Damascus University
Mobile: +963 953877938

E-mail: Sami.Mohsen@du.edu.sy

PERSONAL INFORMATION:

Date & Place of Birth: 1985, Damascus, Syria
Gender: Male

Nationality: Syrian

Marital Status: Single

Military Service: Postponed/Exempted/Done/Only

References available upon request.
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CV European Form
Proposed role in the project:
1. Family name:
2. First names:
3. Date of birth:
4. Nationality:
5. Civil status:
Permanent address:
Current address:
Telephone number:
Cellular:
E-mail:
6. Education:

Starting with the most recent, please list your prior educational experiences using each separate
section for each degree you have attained

Use as many lines as necessary.

Institution Degree(s) or Diploma(s) obtained:

Date from - Date to

7. Language skills: Indicate competence on a scale of 1to 5 (1 - excellent; 5 - basic)

Language Reading Speaking Writing

8. Membership of professional bodies:

9. Other skills: (e.g. Computer literacy, eftc.)
10. Present position:

11. Years within the firm:

12. Key qualifications: (Relevant to the project)

Please list briefly all the qualifications specified in the Terms of Reference, explaining why you are
the most suitable person for the project management (professional background, educational and all
type of professional experience) in the country and geographical area where the specific project will
be executed

13. Specific experience in the region:

Please list the countries and dates, in the region where the specific project will be executed, where
you have professional experience.
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It is in the next point, point 14, where you have to detail as much as you can the description of the
activities you performed in the the listed countries this point..

Country (Date) from- (Date) to

14. Professional experience
Specific International experience (most recent first)
You have to detail all the projects you have participated at an international level.

Try to highlight the ones that are in the same country or geographical area, of the specific project
you are applying for.

You have to detail your professional Experience record at national or EU level
Specify the donor of the project (i.e. EC, USAID, World Bank)

Starting with the most recent experience you have to continue adding, the same information for
each position

Remember, the description of the activities responds for your professional qualifications, therefore,
try not to omit any detail, concerning the activities and responsibilities of the position that could be
relevant to the project.

Use as many lines as necessary.

Date Location Company Position Description
from -
Date to
Agency/ Title of the Project
Donor/company

Description of the project

Services provided:

15. Other relevant information (eg, Publications).
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Bargaining Zone

$12.75/hour $13.25/hour $13.75/hour $15.00/hour
Mi Ur Mr Ui
Mi = Management's initial offer Mr = Management's maximum reservation point

Ur = Union's minimum reservation point Ui = Union's initial offer
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Company Leteornena
. 4 Sender’s Address - Press enler
Company Name e . s
610 Founmain Ave i’;}’ rﬁwr; :‘h)c top (fvr the ’[':un
i N 0 o

Burlington, NJ 08016 I« e "‘"‘:’ She hp

Dateline - Located (2* margin).
Taons e 2x after the Sender’s

address

Instde Address -
Burlington Township Stud Press emter dx
Strect Address afier the Date.
City, State Zip Salutation - 2x H;:mm o
below the address whom you are

Dear Student: +—— | sending the letter
Use this ple letter as a template to help you complete your activities throughout this

course, | have purposcly set up the spacing and content to make it casier for you to delete
existing text and replace it with the content that you need 10 use, Please be sure to use all
the tools provided to you so that you are more efficient with your work.

Be sure to copy down the text boxes | have provided, they may be helpful when you need
to compose different types of business letters, Be sure to save this document as:  Leotter
Template.

Sincerely.

Mr, Carson
Business Ed. Teacher

Enclosure

urs
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User name@provider name.extension

Jiay Lty 43y 2l ded 8 Jaa¥L cd Al AY) user_name i Gus
Al sed extension J il Ll 35Sy aull deak a53« aul provider_name
com llall & ag e g SN apll Glgie Rapk aaad Al
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The Most Common Uses of Outlook:
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38 (pa ALY Sy (CUaaddl s csbiall e g cansfill e aleadl (e daall
(b e Jal e paibiasl)
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:Sending An E-mail Message (gAY &l Al Jla)) € = ¥ =1 = 1
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Message Insert Options Format Text Review Adobe POF

w § Attach Fue -
'y B £ U  :z = W L Attach Item «
Paste - Names Tags
v - A EE 3l & - 2% Signature * .

Cupboard . Bavic Tent incdude

:‘Gom 'Pou' Interest Template

To xxxxx,

Thank you so much for your interest in writing for my site.
Please provide to me an outline of your guest post topic, and |
will be happy to review it and determine if it fits with my site’s
theme.

| look forward to hearing from you soon.

Best Regards,

Michael Einstein
4

TR IKYSYR PENFERPIN AT St Rl Bl 8
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Options Format Text Review

Calibri (Body) 11 o~ A AT Q & & ] Attach File
B 7 U | i=-i=~|ESE - 0 Attach ftem ~

Attach Files Conference A Names

E| nh

-,

- j acb)'A’ E}

-l S xZ) with drop.io.  Call * | (& Signature ~
Clipboard & Basic Text i drop.io Include
Attach | fil
To... Inakodari@addicﬁveﬁos.com ach fatge TRes
o =N Use drop.io to attach up to 100MB of
Ce... ] files for free
Send
Subject: | Check outISS & dropicOutiook
Press F1 for add-in help.
Attached: ’_iiss international spacestat. <

The image is attached using drop.io add-in for Outlook 2010. You can upload an image upto 100}
| as you want without any limitation. Sounds great, right?l

Q\A&JA CJJ}AJ}M[“— ¢ —Y—\ - 'k]d&:d\
:lgileladinlg Outlook galiy gmilia aaf o — ¥ — 3 — %

The most important keys in Outlook and their usage:

opailly KU 3l 350 Reply — Reply to all — forward -

i)l s e JS e 3l s depall il 0ot o i Ledie "y ki
atsland 33smsall alidV) 28K, ) Jupall e 2)ll agi Ugd "JSU o G st
ALlS dilginas g S a4 sale] b pad (@Al 4 0e .CC b
LSS ) il Calie eha) 331 S s 5V Al e 3l Gy ¢ AT Caylal
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((oasns Jla ) Jupall Gaddll ALt cCailel clajled lasic 45580 (lge -
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I Sglaal) Lol Y B el (S -

Inbox - suzkaz84@hotmail.com - Outlook

SR Outlook Options
=1 o | 3 X B 5| i
P-zz: ) cne 3 When using multiple displays: G
ENEW‘ ‘NE"" - Delete Archiv| | 113 ® Optimize for best appearance
mail ltems -
New Delete Calendar Optimize for compatibility (application restart required) - .
 Favorites 4| peon Show Mini Teolbar on selection €
eople |3
P Enable Live Preview G £ | current Mailbox -
Inbox 1 ks L
Tasks ScreenTip style: | Show feature descriptions in ScreenTips - .
Sent ltems Search L =
Deleted ltems 28 . Personalize your copy of Microsoft Office
anguage
Archive . )
Fase of Access Username:  [Suzan
Initials: s
i Advanced -
4 suzkaz84@hotmail.com [ Always use these values regardless of sign in to Office.
Cust Ribb
Inbox 1 ustomize fiben Office Theme: | Colorful  ~
Drafts Quick Access Toolbar
Office intelligent services
Sent ltems Add-ins
Intelligent services bring the power of the cloud to the Office apps to help save you time and produce better results.
© Deleted ltems 28 ¥
Trust Center To provide these services, Microsoft needs to be able to collect your search terms and document content.
Archive Enable services
Conversation History About intelligent services  Privacy statement
Junk Email —
up options
Outbox
RSS Feeds Make Qutlook the default program fer Email, Contacts, and Calendar Default Programs...
4 suzkaz84@gmail.com e
[GmaillTrash
e For files | choose from OneDrive or SharePoint:
a
® Ask me how | want te attach them every time
INBOX 2 Always share them as links
Notes Always attach them as copies
Sent -
N Cancel
2 B e
Items: 705 Unread: 1 Allfolders are up to date.  Connected to: Microsoft Exchange 0 B - +

Sl ad g e L) magalf) — 0 = Y= ) = 1<)

Inbox - suzkaz84@hotmail.com - Outlook

Send / Receive Outlook Options.
5 > = : [
G | & =
x . | menere [ change the settings for messages you create and receive.
New New Delete Archiv| FTFAaT
Email ltems= | 457 8
New Delete Calendar e icloud ~
; 4
G /ﬂ‘j Change the editing settings for messages. Editor Option I £ [ Carrent Mailbox -
L Compose messages in this format: | HTML  ~ L
Sent ltems Search L =
Deleted ltems 28 Langusge \B/C [ Always check spelling before sending Spelling and Autocorrect..
Archive e of Access Ignore original message text in reply or forward
§ Advanced
4 suzkaz84@hotmail.com _._?‘ Create or modify signatures for messages. Signatures..
I Customize Ribbon
Drafts Quick Access Toolbar
A% Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Sent ltems Add-ins
» Deleted ltems 28 Trust Center Outlook panes
Rachiey - Customize how items are marked as read when using the Reading Pane.
Conversation History E
Junk Email —
Outbox
£ When new messages arrive:
RSS Feeds IJ Play 2 sound
4 suzkaz84@gmail.com O Briefly change the mouse pointer
[GmailTrash Show an envelope icon in the taskbar
Drafts. Display a Desktop Alert
INBOX 2 [ Enable preview for Rights Protected messages (May impact performance)
Motes. -
Conversation Clean Up
Sent -
= PO -

14-Feb-19 72

ltems: 705 Unread: 1 ‘"5;’ "5 L‘ b.é‘,z ;ud;\ Cbﬁ* —_0 — *_ ‘ - ‘]dm\ ) eng  DESVAM =

YA



Inbox - suzkazBA@hotmail.com - Outlook

=k | Z X < [
s G | & =
&7 | eners —| Change the settings for messages you create and receive.
New New Delete Archiv( | paail L
Email ltems~ | &7
New Delete Calendar| Signatures and Stationery ? x icloud ~
5 P -
4 Favorites People E-mail Signature  Personal Stationery ps £ | Current Mailbox  ~
Inbox 1 Tasks Select signature to edit Choose default signature
Sent ltems Search E-mail account: ¢ 1zkazg4@hotmail.com ~ =
Deleted ltems 28 Languag New messages: | sysan o | B
Archive Ease of A Replies/Lorwards: |(none) =
Adv: L
4 suzkaz84@hotmail.com e 2= L= save L= ks,
Inbox 1 Customid  Edit signature E
Drafte Quickad  [BradieyHand e [V][11[~][[B | I U v W | EBusinesscara | [ 8, [
ts,
Sent ltems Add-ins lswsan Aleazzaz ~ | E
I Deleted ltems 28 Trust Cet
Archive L
Conversation History
Junk Email
Outbox
RSS Feeds
v
4 suzkazB4®gmail.com
[Gmail] Trash Cancel
Drafts M [T UEpiay & DESKTop ATt
INBOX 2 [ Enable preview for Rights Protected messages (May impact perfformance)
Notes
Conversation Clean Up
Sent -
_ oK Cancel
PR - I
Items: 705 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange Im] BE - +

Gl ad g o L) magalff — 0 = Y= ) — 1K)

el ) Al & S SI a s sale) st tdue daed sl Recall -
Owdia (Y oo ¥ 5 Glaglead) 8 (ai) Lo cand dclaginl og Wl o Uaal)

1Al @l glad)

recall an email - Message (HTML)

Message Help @ Tell me what you want to do

= S = S N =
Farere P 7 L2 Kﬁf(i (3 E2mesrng Move to: 7 3 To Manager ¥ FERules = > r;‘;‘) O Find A;) Q
EJ Team Email ~ Deone OneMote Related ~
Delete Archi Repl: Repl: F d M Mark  Cate Foll Tr late Read Z
. Delete Archive | Rey eply Forward [g - - ove ark Categorize Follow | Translate - com
& Junk e e R More 2 Reply & Delete ¥ Creste New = oV ERemenssl | v, 9 e = Iy Select~ e
Delete Respond Quick Steps = Edit Message = Editing speech | zoom -~
Susan Al-Kazzaz <suzkaz84@hotmail.com> suzkazsa@notmail.com ~ Recall This Message... 52
recall an email 3 Resend This Message  Recall This Message -

View in Browser Recall a message that you have
[ER  Other Actions

sent.

Hey!

ge in recipient

I wanna recall this email. How can I? age has not been

Open the email, got to actions, recall it!

Susan AlRaTzar
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The Professional Way in Writing Emails:
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i) s Ry 1 pm sl BV L) () anls ) pocd) iy Hil) s 5ISD A

:Minutes of Meeting glaia¥) jalaa ¥ — ¥ — Y =1
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