Hanan El Komati
Kesrwan - Ballouneh
Lebanon | Hanan.elkomati@hotmail.com | +961 03/771272

	Professional Experience:

	September 2009 to August 2012      
	
Tawasul Services Co. - Kuwait
Administration Manager

	
	
Job responsibilities include ; 
· Supporting employees and managers in all topics regarding HR.
· Overall planning of the HR & Administration functions.
· Process Employees compensation and benefits.
· Ensure adherence to HR policy in accordance with company policies and procedures.
· Prepare payroll and manage to be submitted to finance on time.
· Prepare procedures and forms related to Human Resources to ensure that employees are made aware of company practices and processes.
· Tracking of the insurance policies to be renewed on time.
· Tracking of employee attendance in all departments.
· Recruitment & Selection of best qualified candidates for an available placement within the organization.
· Job evaluation and Performance management.
· Process Social allowance’s registration procedures. 
· Prepare documents and follow up the new establishment of the subsidiaries companies.
· Prepare and coordinate all topics regarding patents. 
· Prepare and coordinate the ordinary and extraordinary general assemblies with the Ministry of Trade and Commerce.
· Follow up and maintain shareholders log.



	Jan. 2004 – Aug. 2009
	Condex Gen. Trd. & Contracting Co. – Kuwait
Assistant Administration Manager	

	
	· Coordinate with departments as required and provide assistance.
· Obtain and convey information as needed.
· Receive and track employment applications.
· Preparing circulars as requested. 
· Complete miscellaneous memos as requested. 
· Prepare recruitment procedures. 
· Process medical insurance registration.
· Process PIFSS on a monthly basis. 
· Process social allowance procedures for new employees.
· Tracks and resolve payroll issues. 
· Ensure that payroll functions are performed in accordance with adjustments if any. 

	
Nov. 2001 – Dec. 2003
	United Cable Co. – Kuwait 
(Senior Administrative Executive) 
· Receive and track employment applications.
· Preparing circulars as requested.
· Complete miscellaneous memos relate to HR as requested.
· Prepare recruitment procedures and provided to Manager as requested.
· Process medical insurance registration for new employees. 
· Process PIFSS on a monthly basis.
· Process social allowance procedures for new employees.
· Ensure that HR files & records are maintained in accordance with company policies and procedures.
· Complete employment procedures/adjustments as necessary. 
· Ensure that payroll functions are performed in accordance with adjustments if any. 
· Tracks and resolve payroll issues.
· Obtain and convey information as needed.
· Coordinate with departments as required, answers question and provide assistance.



	
Oct. 1998 – Sept. 2001






	Kuwait Oil Tanker Company – Kuwait 
Administrative Assistant to General Superintendent, Personnel Dept.
· Coordinate work flow.
· Support Personnel & Administration department by screening and interviewing applicants that requested by other departments as needed.
· Help in orienting new employees who joined personnel & administration department.
· Help in processing PIFSS.
· Check deadlines on incoming requests and put preliminary work in play.
· Review and summarize miscellaneous reports and documents related to personnel & administration department.
· Perform all routine office work.


			
Professional Education:







	Qualifications: (Educational & Professional)
	Passed High School from Beirut in 1988.
A various courses related to Administration and HR


				
Language skills:










	Language Skills:
	Arabic (Mother tongue)
English (Fluent)
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