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	         Personal information
	

	First name(s) / Surname(s)
	Amel Mohammed Abdulmajead Al-Ariki

	Address(es)
	  International Islamic University of Malaysia

	Telephone(s)
	967-1-684714
	Mobile:
	+60 1139397021

	Fax(es)
	

	E-mail
	hoperise7@gmail.com 

	
	

	Nationality
	Yemeni

	
	

	                                                  Gender


	Female

	                                   Work experience
Dates                                                                                

Occupation or position held

        Main activities and responsibilities
	01 Mar- 30 Jun 2015

Lecturer

1- Teach at undergraduate level in areas allocated by the University;

2- Take  responsibility  for  the  quality  of  teaching delivered  and,  as  necessary,  seek further  training, guidance and skills development to ensure that standards are maintained and improved.

3- Supervise or assist with supervision of undergraduate students and act as academic advisor to students;

4- Contribute to the development, planning and implementation of a high quality curriculum;

5- Engage in examining duties, i.e.  the  production of  exam  questions/papers,  exam  marking  and moderation; 

6- Assist in the development of learning materials, preparing schemes of work and maintaining records to monitor student progress, achievement and attendance;

7- Participate in university seminars and meetings aimed at building interdisciplinary collaboration within and outside the university;
8- Participate in the development, administration and marking of exams and other assignments;

	          Name and address of employer
                     Type of business or sector
 

                                                     Dates

                   Occupation or position held

	9- Provide care and support to students;

10- Maintain own continuing professional development; 

11- Carry out any other duties commensurate with the grade and purpose of the post.

   Limkokwing University of Creative Technology -Yemen
   Education

  2009-Current
  Freelancer Translator and Interpreter

	                                                     Dates

	01 Dec 06-28 Feb13                                    

	Occupation or position held
	  Programme Associate

	        Main activities and responsibilities
	1-   Administration and implementation of programme strategies, adapts processes and procedures:

· Effective application of Result Based Management (RBM) tools. Establishment of mechanisms to track use of RBM tools and maintenance of RBM database.

· Presentation of information/reports for identification of areas for support and interventions within the relevant programme team. 

· Implementation of the CO partnerships and resources mobilization strategies, preparation of donor reports. 



	
	2-  Provides effective support to management of the country office programme (Governance & Gender and Economic Growth teams) focusing on the achievement of the  following results:

·         Presentation of thoroughly researched information for formulation of 
                    country programme, preparation of draft project documents, work
                    plans, budgets, proposals on implementation arrangements.

	
	· Initiation of projects, entering projects into UNDP’s resource planning and management system (Atlas), preparation of budget revisions.

· Provision of guidance to executing agencies on routine implementation of projects, tracking use of financial resources.
· Follow up on performance indicators/success criteria, targets and milestones,

· preparation of reports.

· Analysis of the situation in programme, identification of operational and financial   problems, development of solutions.
· Support to the preparation and conduct of audit of national execution (NEX) projects, implementation of audit recommendations.

3- Provides administrative support to the Programme Unit (Governance 
& Gender and Economic Growth teams) focusing on achievement of the following results:
· Proper control of the supporting documents for payments, review of NEX projects’ financial reports.

· Monitor that transactions with financial implications correspond with work plans and budgets.



	
	4- Provides support to the development of strategic partnerships and implementation of resource mobilization strategy focusing on achievement of the following results:

· Supports analysis of information on donors, preparation of donor profiles and database and establishment of contacts with donor counterparts.

· Tracking and reporting on mobilized resources.

· Donor reporting and progress reports, including donor reporting and progress reports.

· Development of advocacy material for resource mobilization

· Ensures facilitation of knowledge building and knowledge sharing in the CO focusing on achievement of the following results:
· Organization of trainings for the operations/programme staff on relevant topics.

· Synthesis of lessons learnt and best practices in programme.

· Sound contributions to knowledge networks and communities of practice Proper control of the supporting documents for payments, review of NEX projects’ financial reports.



	Name and address of employer
	United Nations Development Programme

   P.O.Box 551

   Sana'a 

   Republic of Yemen

	Type of business or sector
	   International Development


	Dates
	 01 Jan 04- 30 November 06

	Occupation or position held
	    Human Resources Associate 

	         Main activities and responsibilities
	· Issues 100 Series contracts, Special Service Agreements, Service Contracts, manages the contracts, and processes the related benefits and entitlements according to the contract modalities.



	
	

	
	

	
	· Certifies/approves documentation pertaining to recruitment, extension and cost estimates for selected candidates.

· Advises contract holders on the entitlement structure including eligibility requirements/processing procedures and application of leave policies.

·    Inputs/maintains database using Atlas to ensure staff entitlements are reflected in the system. 

· Maintains leave reports of all UNDP staff, project personnel and some other UN sister agencies staff and monitors home leave travel of international staff.

· Issues and renews UNLPs and UNIDs. 

· Prepares job vacancy announcements for publication in local press, evaluates applications and forwards them to the shortlist committee.

· Assembles documentation for personnel related meetings and attends job interview meetings as (Ex-Officio) and to monitor transparency in selection.  

· Maintains personnel records and files for all UNDP local and International staff, UNFPA and WFP some of which are sensitive and confidential

· Keeps abreast of changes in Personnel rules, regulations and procedures.

· Performs any other duties as required



	Name and address of employer
	United Nations Development Programme

   P.O.Box 551

   Sana'a 

   Republic of Yemen

	Type of business or sector
	International Development

	
	

	Dates
	05 Jun 02-19 Dec 03

	Occupation or position held
	   Secretary

	Main activities and responsibilities
	· Translates from English to Arabic and vice versa.

· Ensures that telephone messages are taking accurately and delivered in a professional manner.

· Checks in quality and quantity of deliveries and makes sure that incoming and outgoing mail is delivered daily.

· Identifies personal and general use of vehicle.

· Organizes and maintains a filing system.

· Issues identity cards for employees.

· Backstops the Travel Coordinator and makes tickets reservations and transportation arrangements for passengers. 


	Name and address of employer
	Nabors Drilling International LTD

	Type of business or sector

	Private Sector-Oil Company

	                                                Dates
              Occupation or position held
       Name and address of employer
               Type of business or sector

	Sep 2000-May 2002

  Teaching English Language for Non-native Speakers

   El-Ettehad Private School and Hali Institute

   Private Sector-Education Sector

	Education and training

Dates

Title of qualification awarded

Principal subjects/occupational skills

Covered

Name and type of organisation providing education and training

Level in national or international classification
Dates
              Title of qualification awarded
Principal subjects/occupational skills

Covered
Name and type of organisation providing education and training

Level in national or international classification

Dates
	 (05 Feb 2013-current)
 MA in Political Science

 Islamisation of Political Knowledge, Seminar on Conflicts and Conflict

 Resolution, Comparative Politics, Foreign Policies of the Major Powers,

 Islamic Movements, Studies in Political Theory, Public Administration and

 Public Policy, Security in the Muslim World, Studies in International 

 Relations, Research Methodology

 Department of Political Science, Social   Science, Islamic University of

 Malaysia, Malaysia

 MA (in progress)

(28 Sep 09-19 Dec 2010)
 MA in Human Rights 
Human Wrongs-Human Rights and Social Theory-Approaches to Social Research-International Organizations in Global Politics-Refugees Studies-Global Politics of Human Rights

School of Social Sciences, Department of Sociology, City University, London- UK

  MA

 (1997-2001)

	Title of qualification awarded
	   B.A with merit 



	Principal subjects/occupational skills covered
	   English Literature

	Name and type of organisation providing education and training
             Level in national or international 
                                           classification
	   English Department,  Faculty of Arts, Sana’a University, Sana’a-Yemen
   B.A degree

	                                                      Dates  

                 Title of qualification awarded

              Principal subjects/occupational
                                          skills covered

Name and type of organisation providing
                             education and training

            Level in national or international 
                                           classification
                                                  Dates  
            Title of qualification awarded
Principal subjects/occupational
skills covered
Name and type of organisation providing education and training

	  08th-19th Sep 14

  TOT on Mediation for Conflict Solution and

  Trauma Conciliation 

   Peace Studies

   By Professor Johan Galtung in Ibrahim Kulliyyah of Laws, IIUM- Malaysia

   Certificate of Participation

   (28 Nov-02 Dec 2011)

   UNDP Global Human Rights Community of Practice Meeting/ Costa Rica

· Global, regional trends on HRs for development
· Promotion and application of a human rights- based approach to development programming.

· Engagement with the international Human Rights Machinery.

· Support to national human rights systems.

 UNDP, UNDP Human Rights Community of Practice

	Dates
	09 Sep-05 Oct 2011

	Title of qualification awarded
	  Detail Assignment in Tunisia

	Principal subjects/occupational skills covered
	Management of projects



	Name and type of organisation providing education and training
                                                     Dates
                Title of qualification awarded
	UNDP Tunisia, Tunis and Medenine-Tunisia

 1-4 December 2008 
 Community of Practice (CoP) workshop on Knowledge Management (KM) &
 Gender Mainstreaming


	Principal subjects/occupational skills covered
	· Promotion and application of a gender- based approach to development programming.

· Knowledge management in the UNDP



	Name and type of organisation providing education and training
	UNDP Regional Office, Beirut-Lebanon

	
	

	                                                      Dates
	16- 27 April 07

	                  Title of qualification awarded
	   Prince 2

	
	

	Principal subjects/occupational skills covered
	Programme, Policy and Operations trends in the UNDP 

	Name and type of organisation providing education and training
	UNDP HQ, New York-USA

	
	

	Dates
	19-23 September 2004

	Title of qualification awarded
	First Regional Human Resources workshop

	Principal subjects/occupational skills covered
	Human Resources Rules and Regulations

	Name and type of organisation providing education and training
	UNDP,  Damascus-Syria 

	
	

	Online courses


	· Basic Security in the Field
· Advanced Security in the Field

· UN Prevention of Harassment
· Gender Journey
· IPSAS


	Personal skills and competences
	

	
	

	Mother tongue(s)
	Arabic (A)

	
	

	Other language(s)
	English (E)

	Self-assessment
	
	Understanding
	Speaking
	Writing

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	

	Language
	
	A
	Excellent
	
	Excellent
	
	Excellent
	
	Excellent

	Language
	
	E
	Excellent 
	
	Excellent
	
	Excellent
	
	Excellent

	
	

	
	

	Social skills and competences
	· Hardworking- Fast learning – team player

	
	

	Organisational skills and competences
	· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability

· Shares knowledge and experience

· Actively works towards continuing personal learning, acts on learning plan and applies newly acquired skills 

· Consistently approaches work with energy and a positive, constructive attitude

· Demonstrates openness to change and ability to manage complexities

	
	

	Technical skills and competences
	· Budget Planning, implementing and monitoring

· Project Management and decision taking 

· Supervising staff

	
	

	Computer skills and competences
	Experience in the usage of computers and office software packages (MS Word, Excel, etc) and advance knowledge of spreadsheet and database packages.   Experience in handling of web based Enterprise Resource


	Driving licence


	Personal Vehicles
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