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Professional Summary
Extensive experience in HR specialist affairs, including experience in compensation and benefits, payroll, personnel, recruitment and retention, employment relationship, performance appraisal, and HR records management.
Key Skills
· Employee benefits

· Compensation/payroll
· Recruitment/staffing

· Knowledgeable in labor law

· Performance Appraisal

· Travel administration

· Filing and data archiving

· Follow up skills

· Negotiation skills

· Meet deadline

· Meets/exceeds goals

· Attention to detail

· Well-organized

· Self-motivated

· Problem solving
· Decision Making
Experience
	January 2016  to Present 
	Pharma See 
Cairo , Egypt 

	
	Senior HR Specialist   


· Process the payroll on a monthly basis with all its entries and variables

· Apply applicable taxes on the payroll and ensure compliance with any statutory laws

· Print monthly pay slips for all employees individually indicating income, bonus, incentive and deductions.

· Process the final settlement of leaving employee

· Communicate with the bank to open bank accounts for all new hires and issue account numbers and ATM Cards 
· Handle and follow up on the medical and life insurance with the service provider
· Create HR letters 

· Prepare offer letters and ensuring that all new hires completed the hiring process
· Review the hiring documents for the new joiners to ensure all documents are completed (as per the Egyptian labor law)

· Issue the contracts and renewal contracts and coordinate with employees to be signed

· Prepare GOSI forms (1,2 and 6)

· Deliver the resigned employees their documents and make sure they signed all the deceleration documents 
· Create the experience certificates for the resigned employees 
· Maintain personnel files in compliance with applicable requirements.
· Supervise HR Coordinator.

· Supervise receptionist, delegate projects as appropriate, and assure coverage of switchboard in receptionist’s absence
	May  2015  to November 2015
	Alshaya Egypt

Cairo , Egypt 

	
	  Payroll and Personnel Administrator  


· Create and update staff records on the HR system database using          Oracle System.
· Answer employee inquiries regarding all payroll matters
· Manage the interface of the attendance system with the payroll and ensure completeness

· Communicate with the bank to open bank account for all new hires and issue account numbers and ATM Cards 
· Handle all the medical benefits ( issue new cards for all new hires and their families, cancel  the medical cards for the resigned employees , update the maternity cases , send/ follow up the medical claims and follow up to ensure the checks are issued and deliver to the employees)
· Follow up on the medical and life insurance with the service provider
· Create HR letters 
· Print monthly pay slips for all employees individually indicating income, bonus, incentive and deductions.

· Process the final settlement of leaving employee

· Prepare GOSI forms (1,2 and 6)

· Deliver the resigned employees their documents and make sure they signed all the deceleration documents 
· Create the experience certificates for the resigned employees 
· Assist the recruitment team in:

1. Review the hiring documents for the new joiners to ensure all documents are completed (as per the Egyptian labor law)

2. Issue the contracts and renewal contracts and coordinate with employees to be signed

	December 2012 to May  2015
	Spinneys Egypt

Cairo , Egypt 

	
	  Compensation and Benefits Specialist 


· Responsible for payroll implementation "manually process payroll on MS. Excel sheets"
· Design, implement, and manage salary classification and compensation programs.
· Conduct analysis of compensation and benefits within company.

· Oversee competitive analysis, merit increases and salary structure.
· Prepare and maintain the master files for salaries and personnel in the payroll system/sheets

· Process the payroll on a monthly basis with all its entries, and variables

· Apply applicable taxes on the payroll and ensure compliance with any statutory laws

· Manage the interface of the attendance system with the payroll and ensure completeness

· Handle workflow to ensure all payroll transactions are processed accurately and timely

· Handle queries relating to monthly payroll from individual businesses

· Print monthly pay slips for all employees individually indicating income, bonus, incentive and deductions.

· Process the final settlement of leaving employee

· Communicate with the bank to open bank account for all new hires and issue account numbers and ATM Cards 
· Handle all the medical benefits ( issue new cards for all new hires and their families, cancel  the medical cards for the resigned employees , update the maternity cases , send/ follow up the medical claims and follow up to ensure the checks are issued and deliver to the employees)
· Create HR letters (To Whom It May Concern).

· Answer employee inquiries regarding all payroll matters

· Develop and implement different benefits programs

· Follow up on the medical and life insurance with the service provider
· Assist in any other personnel tasks for example:
1. Review the hiring documents for the new joiners to ensure all documents are completed (as per the Egyptian labor law)
2. Issue the contracts and renewal contracts and coordinate with employees to be signed
3. Prepare GOSI forms (1,2 and 6)
4. Deliver the resigned employees their documents and make sure they signed all the deceleration documents 
5. Create the experience certificates for the resigned employees 
	September    2008 to December 2012
	Arabian Architecture  

Cairo , Egypt 

	
	  HR Generalist 

	
	· Determine appropriate recruitment methods to attract reasonable pool of qualified applicants

	
	· Handle the recruitment process from building up pool of candidates, screening CVs, conducting interviews, handle all new hires documents and reference checks

	
	· Prepare offer letters and ensuring that all new employees completed the hiring process

	
	· Work with managers to determine staffing needs, scheduling interviews, job description and preparing offers for ideal candidates.
· Handle the annual, emergency and sick leaves for the employees  and update the remaining balance.
· Maintain hard copies and electronic filing system 

· Handle and save all documents in the Employees files.

· Set up new hire's work station, including her/his desk , office , computer , etc. 

	
	· Arrange the employees' files, follow up employees' attendance and keep it always updated.

	
	· Coordinate work activities of staff relating to employment, compensation, labor relations and employee relations.

	
	· Resolve work-related problems.

	
	· Develop presentations and scheduled all executive-level meetings.

	
	· Coordinate travel arrangements.

	
	· Communicate effectively with multiple departments to plan meetings.

	
	· Prepare all minutes of meeting/ reports/contracts and proposals.

	
	· Perform all tasks of Front-Desk Reception.

	
	· Reply on mails, sending faxes and managing filing system.

	
	· Respond to phones, regulating meeting with clients for any clarifications, concern or supports.

	
	· Arrange and manage office utilities and equipment maintenance.


	August  2006 to September 2008
	United Company of Pharmacists 

Cairo , Egypt 

	
	Administrative Assistant 

	
	· Meet and greet clients and visitors. 

	
	· Create and modify documents using Microsoft Office. 

	
	· Perform general clerical duties to include but not limited to: photocopying,    faxing, mailing, and filing. 

	
	· Maintain hard copy and electronic filing system. 

	
	· Sign for and distribute EMS/Fedex packages.

	
	· Setup and coordinate meetings and conferences. 

	
	· Maintain and distribute staff weekly schedules. 

	
	· Collect and maintain PC inventory.

	
	· Develop presentations and scheduled all executive-level meetings.

	
	· Coordinate travel arrangements.

	
	· Communicate effectively with multiple departments to plan meetings.

	
	· Prepare all minutes of meeting/ reports/contracts and proposals.

	
	· Respond to phones, regulating meeting with customers for any clarifications, concern or supports.

	
	· Arrange and manage office utilities and equipment maintenance.


Education
	2012
	AUC (American University in Cairo)

	
	Cairo, Egypt

	
	HR Diploma , Human Resources Management 


	2006
	Ain Shams University

	
	Cairo , Egypt

	
	Bachelor of Arts , Ancient European Civilization Department


Languages
· Native language Arabic
· Excellent English
Training and Certifications
· Foundation Certificate and Career Certificate in the Human Resources Management "AUC".
· English Course "Berltiz"








· General English Course "AUC".

· Conversation English Course "AUC"
 Technical Skills
· Ability to manually process payroll on MS. Excel sheets
· Excellent computer skills in Microsoft office [word, Excel, Power point] and Internet.

· Beginner with Photoshop. 

· Excellent preparation tenders.

Personal Information
Date of Birth: 17 November 1984

Marital Status: Single
Nationality: Egyptian
Driving License issued from: Egypt
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