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	Objective:

	Seeking a challenging job in the Personnel field where I can

	my  job
	apply  the  knowledge,  skills  and  relationships  I  gained  from

	a
	with
	experience  that  developing  professionally  and  personally

	be
	can
	promising   career   Path,   where   my   interpersonal   skills

	
	
	demonstrated and utilized to aspire to my full potential.


Work Experience:


Personnel Section Head


Port Ghalib Resorts ( Al Khorafi Group ) Marsa Alam Red Sea From January 2011 till Now

Personnel Senior Super Visor.


Port Ghalib Resorts ( Al Khorafi Group ) Marsa Alam Red Sea From Nov.2007 to Dec. 2010

Personnel Super Visor.


Flamenco Beach Resort
(Red Sea)

From January 2006 to October 2007

	Flamenco Beach Resort   (Red Sea)
	Personnel Clerk

	From August 2004 to December 2006
	



Job description:

· Recruiting and staffing
· Organizational departmental planning
· Employment and compliance to regulatory concerns regarding employees
· Company employee and community communication
· Employee safety, welfare, wellness and health
· Health and safety of the workforce.
· Development of an employee-oriented company culture that emphasizes quality, continuous improvement and high performance.
· Handle payroll calculations.
· Provide advice, assistance and follow-up on company policies, procedures, documentation employment & labor relations.
· Set Personnel Department from the beginning, with its policy and procedures such as attendance, vacation, turnover analysis(files, insurance,…. etc)
· Transmit the latest updated employees' records to carry out payroll accordingly.
· Set monthly Payroll report .
· Handle the process of external offers for our clients.
· Check and review all contracts related to HR and Admin department are renewed on exact timing.
· Act as a consultant for managers on employee's issues & with employees on personnel questions, regulations & grievances.

· Issue form " 1 – 2 – 6 " for the social security insurance office.
· Monitor & record all kind of leaves on monthly basis (such as: annual, casual, sick, …etc.).
· Responsible for all medical & life insurance issues with several companies
· Keeps central archiving system for all employees & standardize Central Archiving procedures to improve efficiency
· Review the social insurance for employee’s movements
Responsibilities

· Assist with day to day operations of the HR functions and duties
· Provide clerical and administrative support to Human Resources executives
· Compile and update employee records (hard and soft copies)
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)
· Coordinate HR projects (meetings, training, surveys etc) and take minutes
· Deal with employee requests regarding human resources issues, rules, and regulations
· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc)
· Communicate with public services when necessary
· Properly handle complaints and grievance procedures
· Conduct initial orientation to newly hired employees
Education:


Bachelor of
Art & Education 2001 English Department

Skills:

· Language :

Arabic: mother tongue.

English: Excellent.

· Computer:
Excellent with Microsoft Office, windows and internet

Personal Skills:

Excellent leadership, communication and negotiation skills, enjoy teamwork, proactive, excellent problem solving skills, fast leaner, persuasive, work under pressure, committed and punctual.

Can work in any place “I live where is my work where”

Personal Data:

Birth Date:

Religion:

Nationality:

Marital Status:

Military Status:



01/10/1980

Muslim

Egyptian

Married

Exempted


