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Ghassan Issa Almaiah
	Education

	2005 University of Jordan, Amman

The B.Sc. in Computer Information System.

	Objectives

	To obtain a position that offers meaningful employment, that affords me the opportunity to contribute as a decision maker and team member.  Employments where my abilities and experience can be a significant factor in helping my employer meet its goals and help me in achieving mine.



	Work experience

	May 2007 – Now








Exes Contractor

HR Management Analyst(Jordan International Police Training Center)

Job Description
· Provide counseling for the JIPTC personnel and an oversight to staffing patterns in JIPTC, in conjunction with the HR Section Chief, manage all employees’ questions and issues as they relate to the HR function at JIPTC

· Carries out comprehensive appraisals of all staff assigned to JIPTC (for more than 1500 contracted employees assigned to different divisions/sections) to analyze manpower distribution and staff utilization to assist Senior Management in assessing how JIPTC’s financial, physical and information resources are managed.
· Monitors all JIPTC’s time and attendance on a weekly bases (for more than 1000 employees), producing weekly reports on the status of the time and attendance for all sources of personnel assigned to JIPTC. 
· Analyzes and proposes ways to improve JIPTC’s organizational structure and efficiency; advising on news ways to reorganize the JIPTC manpower standards and staff utilization, as a whole, by source of employment and by duty section assigned recommending elimination of duplicate/non-essential jobs. 
· Documents recommendations on the time and attendance systems/procedures being reviewed, reports on findings/recommendations; continuously monitoring management’s responses and implementation. Performs internal audits focusing on but not limited to absenteeism, staff availability, leave and compensatory time off audits.

· Provides analysis of user needs determining functional and cross functional requirements to facilitate change management with regard to staffing requirement and time and attendance. .  

· Produce/review substantive and/or complex technical documentation.  Documented subjects will include but not limited to: manpower utilization studies, time and attendance reporting mechanisms measured against manpower standards for JIPTC.

FEB 2006 – May 2007





DynCorp & Exes Contractor

HRIS Coordinator (Jordan International Police Training Center)

Job Description
· Monitors, analyzes, and evaluates system utilization to ensure appropriate and efficient use of applications; audits system entries and takes remedial action as deemed appropriate.
· Gathers information, conducts basic data analysis, and assists in the development of reports and/or investigations.

· Write, maintain and support a variety of reports or queries utilizing appropriate reporting tools. Assist in development of standard reports for ongoing customer needs. Help maintain data integrity in systems by running queries and analyzing data.

· Assists in hiring process by coordinating job analysis, producing tests, posting on newspaper, reviewing resumes, performing telephone interviews, and reference checks (recommended more than 80 qualified personnel to be hired against deferent sections/contractors)
· Leave Analysis for governmental, contractor misuses/abuses.

· Working with HR analysis section on staff utilization and recommendations.

· Ensures strict confidentiality of HRIS employment records and HR reports and/or other HR information.

SEP 2005 – FEB 2006






DynCorp International
HR Specialist (Jordan International Police Training Center)

Job Description
· Receives, reviews, and processes all relevant source data documentation pertaining to hiring, termination, employee status changes, special compensation, and/or special contract assignments for entry into HRIS.
· Reviews and verifies incoming and outgoing documentation for completeness, accuracy, and compliance with established policies and procedures.
· Interacts with JIPTC departments, the Finance department and internal staff to ensure that new hire/termination/resignation  status is completed in the HRIS for a monthly verification process for appropriate billing verification procedures

· Ensures compliance with rules and regulations.

· Assists with payroll administration.
· Producing time and attendance report, and any related paper as needed in time

· Support senior management by personal information needed as new comers, out processed employees …etc  
· Support HR analyst section by data needed for section paper work.



	Achivments and rewards

	· JIPTC Award (2006) for significant contribution
· Analyze and designed Human Resources Information System (HRIS) with approved standard reports/forms
· Evaluated more than 400 applicants from inside and outside JIPTC, recommend qualified personnel to different sections


	Main Skills

	Language Skills

Read

Write

Conversation

Arabic

EXCELLENT

EXCELLENT

EXCELLENT

English

EXCELLENT

EXCELLENT

EXCELLENT

M.S Office
M.S. Office (Word, Excel, Power Point and Access)

Additional Skills / Application

Database administration and development

· DB Design and development

· Good Knowledge About distributed Database

· Ms-Access

Platform

Dos, Windows 95,98,2000,XP



	Attended Courses

	Leadership Course, INJAZ.

Neural Linguistic Programming (NLP), INJAZ. 



	Personal Information

	Nationality: Jordanian.

Marital Status: Single.

Date and Place of Birth: 19/7/1983, Madaba-Jordan.

	Training

	Training In Jordan telecom for 4 months in the IS sector.



	References

	Available upon request
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