CURRICULULUM VITAE
MOHAMMAD SHELBAYAH

Address:-
Tel.  home (00966-4-8220401)
Mobile(00966-501302668)

Mobile(00966-532872915)
Madinah – Saudi Arabia
e-mail :
mshel_nezar@yahoo.com
 PERSONAL DETAILS:
Nationality:               Jordanian

Age:                           54
Religion:                     Islam

Marital Status:           Married with 3 children
POSITIONS APPLIED :  HOTEL MANAGER, HUMAN RESOURCES MANAGER, TRAINING MANAGER & QUALITY MANAGER 

OBJECTIVE:
To develop and grow with a reputable hospitality company or a chain in a management level position.

QUALIFICATIONS:

Graduate from the English Educational Collage-Amman, Jordan

COMPUTER SKILLS:

Excellent handling with Microsoft Word, Excel, Marriott Programs and Hotel Managements Program.
COURSES ATTENDED :

* ESSENTIAL TRAINING SKILLS -Level II – Renaissance Hotel-Dubai, UAE

* Graduate Presentation- Amman Marriott-Amman, Jordan

* FOUNDATION OF LEADERSHIP-Jeddah Marriott, Jeddah, Saudi Arabia

* Cluster Human Resources Meetings in Dubai, Jordan and Egypt.

* People Soft Training in Jeddah Marriott.
* ISO AWARENESS – JEDDAH, SAUDI ARABI

* ISO INTERNAL AUDIT, JEDDAH, SAUDI ARABIA

* HACCP COURSE - YANBU, SAUDI ARABIA
* SALES TECHNEQUES, YANBU, SAUDI ARABIA

* STRATEGY PLANING, MADINAH, SAUDI ARABIA

AWARDS:

· The 1st Position within the Human Resources Depts. in Marriott Int. UKIMEA for 3 Quarters in the year 2005.
· Recognition certificates

LANGUAGES :

* ARABIC : as a mother tongue – Read-Write-Speak - FLUENT

* ENGLISH : as a second language- Read -Write-Speak - FLUENT 
EXPERIENCES:
Sept. 2008 up to date :
HOSPITALITY CONSULTANT for :

MEDIA STATION FOR ADVERTISING & PROMOTION-RIYADH

- Taking care of the hospitality projects for on job consultation & conducting training to staff in Reception, Housekeeping, Sales and Human Resources Depts.
* 1ST July, 2007 up to 6th Aug., 2008

QUALITY & TRAINING MANAGER for   Arab Resort Areas Company ( ARAC )  which is including Taibah Residential Suites
    (721 suite ), Yanbu ARAC Resort (60 Chalets ) & Al-Ula ARAC Hotel         ( 40 rooms ).
TASKS :

- Taking care of all quality systems and applications, as well as certification for ISO 9001-2000 & EN ISO 22001 ( HACCP ) for the ARAC company on June, 2008

- Conducting of all Internal Auditing required for application of the above two ISO systems.

- Establishing of all quality procedures, PFC's, processes …etc necessary for the quality manual.

- Supervising all processes conducting related to HACCP ( Quality of Food ).

- Conducting and Supervising all training courses required to operations  for all hotels' staff.
- Contacting training institutes within Saudi Arabia & outside to getting the required courses for staff.

- Managing the required budgeting for the yearly trainings.

- Managing job trips within facilities of the company

- Managing training trips to facilitators from professional training centers.
*  1ST Aug., 2006 up to 06 Aug., 2007 :

HOTEL MANAGER   for   Arab Resort Areas Company ( ARAC )  which is including Taibah Residential Suites ( 721 suite ),  Madinah  Munawarah, Saudi Arabia.
TASKS :

    Taking care of the day to day operation related to Front Office, HK 

    Dept., Maintenance Dept., Accounting Dept. & Sales and Marketing
* 1st October, 2002 up to 11th March, 2006 :
HUMAN RESOURCES&TRAINING MANAGER  for Madinah Marriott Hotel – Madinah, Saudi Arabia, one of the Marriott International Hospitality Industry Chain.
HUMAN RESOURCES TASKS :
    - Preparing all periodical reports required for the regional of Marriott 
      International.
    - Launching & introducing New Spirit to Serve Basics of Madinah 
      Marriott.

    - Handling with the Marriott systems like People Soft and other 
      programs .

- Participating in all Regional & Cluster Human Resources Meetings 
   inside & outside the Kingdome of Saudi Arabia.

    - Organizing & performing the Spirit To Serve the Community activities 
      in Madinah.

   - Arranging and conducting all On property Marriott Trainings for the 
      hotel associates & English Learning for non English associates .

   - Performing the Self Audit required for the Human Resources Dept.

   - Well versed with Saudi Labor Laws, Government regulations and 
     Social Insurance. 
   - Organizing contracts in both Arabic & English version.

   - Procurement of local & international staffing.

   - Organizing & recruitment procedures for the staff.
   - Applying the standard recruitment interviewing & screening 
     required for the new candidates as per Marriott Standards & local 
    criteria.
   - Handling all tasks in relative with associates like Passports, Work 
     Permits, GOSI, Medical Insurance.

   - Organizing the HR Filing System.
   -Organizing all Local Standard Operation Polices in the hotel as per 
    Marriott International.

   - Managing the Progressive Disciplinary Actions for the hotel.

   - Managing the Staff Housing.

   - Managing all other tasks related to Human Resources.

   - Organizing the Transfer policy local and international.

   - Conducting Wage Scales Survey .

   - Managing Promotion strategy.
   - Setting local rules and polices accommodating the local area.
   - Organizing the Job Descriptions for the different job types in 
     conjunction with the Dept. Heads.
   - Organizing the leisure & trips programs for the associate.
TASKS IN TRAINING :

- Conducting the On Property training sessions like, Hospitality, 
  Empower Mentality, Service Excellence and English Learning of 
  different Levels with translation to the non English associates.

- Conducting the New Hire Orientation for the New hired associates.

- Organizing the Cross Training among the departments.

- Conducting English Language Courses to non English speaking.
- Conducting all Marriott training courses.

- Budgeting the required local & outside training courses.

* 1997 up to 2002 :
  Human Resources Supervisor for Saudi Bin Laden Contracting Group –Madinah –Saudi Arabia.

HUMAN RESOURCES TASKS
   - Organizing contracts in both Arabic & English version.

   - Procurement of local & international staffing.

   - Organizing & recruitment procedures for the staff.
   - Applying the standard recruitment interviewing & screening 
     required for the new candidates as per Saudi Bin laden Standards
      & local criteria.
   -  Handling all tasks in relative with associates like Passports, Work 
     Permits, GOSI, Medical Insurance.

· Organizing the HR Filing System.
   - Well versed with Saudi Labor Laws, Government regulations and 
     Social Insurance. 
* 1994 up to1997 :
                                                                                                                                                                   English Training & Development for the staff for Saudi Telecom, Madinah –Saudi Arabia.
* 1976 up to1994 :

        Joined the Ministry of Post, Telegraph & Telephone in the 
   Capacity of English Translator and Administrations -Madinah –Saudi Arabia. 
References:

· Mr. ZUHAIR Al-GHALAYENY (Madianh Marriott Hotel General Manager)  Mobile : (0556666771)
