CURICULUM VITAE 
PERSONAL INFORMATION            
Name  :                           Hisham Khlief Mostafa Albatayneh

Date of Birth :                19 April , 1966

Place  of  Birth :              Irbid- Jordan

Occupational   Status :     Administrative Development Researcher

Marital  Status :               Married

Address  :                        Kuwait- Salmeyah
Mobile :                             009657370975
E-mail :                             hisham1942000@hotmail.com

     EDUCATION
Bachelor in Public Administration 1988  -  Yarmouk  University

    LANGUAGE 

Arabic (Mother Language) , English ( Fluent )
   EXPERIENCE

1994 – 2000    Human Resources Researcher – Ministry of Finance

2000-2001      Head Division of Training - Ministry of Finance

2001-2003      Head Division of Personnel - Ministry of Finance

2003 -2005     Job Analyst – Personnel  Department –Dubi Municipality

2005-2007  Head Division of Human Resources Planning – Ministry of finance
7/2007         Administrative Development Researcher /Kuwait - government
      PRACTICAL EXPERIENCES
1- setting and implementing effectively training plan according to the strategic plan and the job needs and skills assessments .
2- Planning and carrying out policies relating to all phases of personnel activities , interviews, and select employees to fill vacant positions .

3-planning and conducting new employee orientation to foster positive attitude toward ministry goals . 
4-contributing in preparing and setting the annual plan for human resources in (mof) .

5-Participating in preparing and designing the organizational chart for (mof) .

6- Participating with working teams to implement the job descriptions for all administrational levels in (mof) and dubi municipality .

7- Participating in preparing organizational work manuals like work procedures  , delegations, skills and training ,laws and principles.

8- Involving in researches and studies to measure the customers satisfaction and dealing seriously with their needs and proposals . 
9-Preparing questionnaires in different fields related to human resources , comparing and analyzing .
10- Preparing and designing financial, accountant, administrational,…etc training programs   to (mof) staff .
SKILLS AND ABILITIES
1- Computer Abilities, Windows ,Microsoft , Office 97 including Word, Excel , Power Point .
2- High skills in implementing and following up the training plan.
3- Communication and persuasion  skills.
4- high skills in planning and assessing  the training needs .

5-High skills in designing and implementing training programs .  
6- High skills in preparing questionnaires and surveys and analyzing it effectively .

7- High ability in implementing recruitment interviews and all related procedures.

8- High ability in dealing with work pressures and working very hard .
9- high skills in supervision , organizing and following up work .
TRAINING AND CONFERENCES
 HUMAN RESOURCES
1- Human Resources Management                                                KUWAIT

2- Personnel Management (advance)                                             EGYPT

3-Training the trainers                                                                    EGYPT
4-train the trainers                                                                         Lisbon-Portugal

5- Re-engineering work systems                                                    AMMAN

6- Effective implementation of  ISO 9000                                     AMMAN

7-Improving training bags                                                              AMMAN

8-Team building                                                                             AMMAN  

9-The superiority in customer service                                            AMMAN

10-Global changes ,TQM , and management  in the 21 century     AMMAN
11-Job description and specification                                              AMMAN
12-Business reports in English                                                       AMMAN
13-Preparing the organizational charts                                           AMMAN
14-Ways of training                                                                        AMMAN
15-Accounting for non-accountants                                                AMMAN
16-Preparing and developing skills for the trainers                        AMMAN
17-Social Insurance law and its practices                                       AMMAN
18-Crises and blows management                                                  AMMAN
19-Leadership skills                                                                        AMMAN
20-Interactive communication                                                        AMMAN
21-Procedures simplification                                                          AMMAN
COMPUTER
1-Outlook 2000

2-Excel 97
3-Windows 95 ,3.1 ,98

4-Office application programs

5- Internet
6-Comprehensive computer 

ENGLISH
1-General English  -intermediate– American Language Center 

2- General English  -level 6 – American Language Center

3- General English  -level 7 – American Language Center

4-American English –level  3 - Modern Language Center

5- American English –level 4 - Modern Language Center

6- American English –level 5 - Modern Language Center
