Ahmed
Ahmed.104250@2freemail.com  
Objective: To excel in the field of Human Resources Management & Administration and be an asset to my employer. To work for the organization where my skills and experience can be utilized efficiently and developed mutually.

Employment History

Abu Dhabi Gas Industries Ltd, Gasco:

Designation  : Human Resources (Recruitment Officer)
Reporting to : Human Resources Department Head
An Oil and Gas company (one of Adnoc group Companies)

Sep 2006 until now  

Job Profile
Handling recruitment process that accelerated selection and placement to support the needs of all our divisions while reducing recruitment costs.  

· Receiving the manpower enquiries from our Divisions. 

· Advertising the Positions Vacant among our agencies according to their registrations.

· Receiving CVs, short listing and screening the CV as per the job description and requirement of our Divisions.

· Floating the available job vacancies through my known sources to hunt the most talented active candidates available in the market.

· Submitting the CVs to our divisions, Arranging for interview and mobilization.

· Preparing the Offering Letters and any other administrative document needed to help with the settling of the candidate.

· Assisting in our manpower plan by preparing surveys and statistics of our current activities.

· Dealing with agencies in any case that arises... (Payroll problems, renewal of documents. Invoicing … etc.)

· Following Up appraisals, Interviews and Exit Interviews.

· Security and Contracts renewals. 

· Maintaining Proper filing system to all employees and correspondences.
· Reviewing Timesheets and Invoices related to employees.
· Handling reporting activity to upper management regarding all aspects of Human resources.
· Involved in ERP system application implementation and any electronic system development related to HR in my department.

· Having general knowledge of Maximo (Labor Module) due to the usage of it in some functions in HR in our company.

· Undertaken a lot of Forms updating and creating to my department that has been used later to facilitate day to day work.
Litwin PEL, Abu Dhabi (Ex - Pan Emirates engineering Ltd.): 

Designation: Human Resources Superintendent

Reporting to: Managing Director

Company Profile:

An ISO 9001 certified engineering company catering to the Engineering and Manpower needs of the Oil & Gas sector in UAE for the past 13 years with a present strength of over 300 staff. PEL specializes in Engineering Studies, Conceptual design, detailed design and documentation. Secondment of professional manpower to all the ADNOC Group of companies like ADMA, ADCO, ZADCO, GASCO, ADGAS, Takreer, Fertil, JGC, NDC, ADWEA and various other OPCOS like ESNAAD, Borouge, Technip, Snamprogetti, Eternity etc is another wing of PEL.  

Job Profile

Administration along with recruitment activities: Sep 2004 till Sep 2006
In charge of the whole Administrative and associated functions of the company.

· To take care of the welfare and discipline of all personnel working in the company.

· To coordinate, prepare and control leave programs of our company employees and our seconded employees working with our clients in Onshore and Offshore sites. 

· Obtaining of Security passes for our employees working in sites.

· Ticketing and visa processing of our newly recruited employees.

· Organizing Travel and hotel accommodation arrangements for the employees and candidates arriving for placements and interviews.

· Coordinating with the Government Organizations to solve disputes etc.

· Coordinating with Immigration and Labour department of Abu Dhabi for visa processing.

· Coordinating with client companies to raise Possum card for our company secondees working offshore.

· Checking of daily attendance and time office functions.

· Checking of Cleanliness and hygiene of the office and take remedial actions.

· Organizing of official parties and entertainments. 

Recruitment: Sep 2003 – Sep 2006

Established and managed recruitment process that accelerated selection and placement to support the needs of various business units while reducing external recruitment costs.  Managed new employee orientation and performance management programs for the In-house employees.

· Receiving the manpower enquiries from our various clients

· Advertising in our website as well as in our local new papers if required.

· Receiving CVs, short listing and screening the CV as per the job description and requirement of our clients.

· Floating the available job vacancies through my known sources to hunt the most talented active candidates available in the market.

· Submitting the CVs to our clients, Arranging for interview and mobilization.

Public Relations:
Liaison with the Immigration Department, Labor Department, Economic and Municipality Departing regards the Visa for our staff, candidates and for company's license related issues also handling all security issues related to our employees and facilitating their work environment.

Worked as Financial & HR Support Specialist, in Kash Solutions from Feb 2003 –Aug 2003 ___:
· Financial & H.R. Training Support Specialist, Kash Solutions

· Training clients' employees on Financial and H.R. software.

· Supporting Trainees during real work time.

· Analyzing current workflow of client companies and helping in developing it.

Worked as Assistant General Manager in Lufkin Egypt from Sept 2002 till February 2003   :

Associated as AGM in Personnel Department.

· Responsible for all the HR activities which includes recruitment of staff, identifying the required training for the selected candidates, posting the candidates by analyzing their capability and suitability for the positions.

· Responsible for the Staff welfare system, Organizing the Panels for the staff for promotional / salary enhancements.

· Scrutinizing the complete data of the staffs recruited and approving their promotions / increment based on their achievements / involvement in their work.

Worked as Human Resources & Admin Officer in Egypt Cyber Center from July 2001 to June 2002:

Administered Human Resources functions in the company.

· Helped in Documenting the internal polices & procedures and provided work manuals to the Company’s staff.

· Handling all personnel activities
· Handled all administrative work for the whole period and this includes supervising Catering staff and materials, supervising Entertainment Facilities and Purchasing of stationary and needed materials for operating the whole center (serving 400 employees).

July 1999 - July 2001     Business Analyst & H.R. Officer, National System Research

· Analyzed and tested many tailored financial and H.R. related software applications.

· Practiced some Human Resources functions in the company.

· Assisted in developing the internal regulations of the company.

· Handled some personnel activities and payroll functions. 

· Chosen among the Initiation Team of Egypt Cyber Center Company. 

Nov. 1997 – June 1999
accountant & Auditor, Deloitte & touché Auditing Office 

· Auditing financial Statement for the Office clients.

· Performing Inventory counting and supervising the procedures of preparing the inventory counting sheets.

· Under taking orientations to new employees and colleagues in the team group to put them on the track of events and the nature of every client.  

July 1990 – April 1996       H/W & S/W Trainer, Computer System Mart 

· Handling Computer Maintenance and assembling (IBM compatibles)  

· Handling the training department and after sales orientation to the clients.

Educational Profile

· Human Resources Management Certification in 2001, American University in Cairo.

· Business Administration Courses in American University in Cairo.

· 1994-1995:  BSc. in Commerce - Accounting, Faculty of commerce, Cairo University.

· 1990-1991:  Thanawya, Orouba Language High School.

Professional Training

December 2008            International Human resources Management

October 2008               Human resources Management

August 2008                Graphology (Analyzing Character through Handwriting)
March 2008                 Budget and cost Planning 

1999 till 2002

Attending Rotary Youth Leadership Awards each year 

2000 till 2001
Attended many sessions in integrated system group learn how to deal with Material resources planning applications and how to teach it.

1997 till1999
Attended many training sessions in Delloitte & Touche to help us in understanding financial aspects and auditing approaches.

1996


Passed a TOEFL Exam with 530 degree score.

1987 till 1997
Attended many computer software courses in smart computer group and Computer Systems Mart Company.

Special Skills

Software:

Dos, Windows, MS Office, Adobe Photoshop 6, Coral Draw 10.

Internet:
V. Good Internet user.

Hardware:
IBM Purchase

Language:
Fluent in both written and spoken Arabic and English.

  

Fair knowledge of French

Personal Profile

Date of Birth

: 
September 30, 1973.

Place of Birth

: 
Giza, Egypt.


Nationality

: 
Egyptian.

Marital Status

: 
Married.

Military Obligations
: 
Completed.

PAGE  
5

