
Mina
Personal Details

Email:
mina.206018@2freemail.com 
Introduction

Seeking a challenging position, where my profile offers a good match 
and my experience can be developed.
Career History
May / 2015 till present 

Co. Founder at Joy Cupcakes                             [image: image6.jpg]( mobinil





· Selling home-made products as cupcakes , cake pops , etc.

· https://www.facebook.com/Joycupcake
November / 2014 till April 2015
HR Apparel Group( Dubai)                                                     [image: image2.jpg]Where dreams come alive...





· Handling all HR issues.

· Recruitment handling all the recruitment process for new employees , screening and selection , hiring documents , employment visa ,    

· Handling Inductions, preparing induction sheet, handling HR company profile, handling HR system, cash in advance.
· Events, handling all events held in the company, preparing for the event, coordinating with the designated people.
· Letters and invitations.

October / 2012 to October / 2013
HR Marriott International Renaissance Opening team            [image: image1.jpg]



· Handling all HR issues.

· Going to the social insurance office for opining the insurance for the new employee and for closing his insurance service with the company  ( form1 , form 6 ) 
· Recruitment process for new employees, handling all the recruitment process for new employees, screening and selection, hiring documents.
· Open new Bank accounts and doing every month pay roll manually, creating the employee contracts and renewals.

· Events handling all events held in the company, preparing for the event, coordinating with the designated people.
·  Coordinating for the transportation of the employees
· Medical issues, contacting the medical company for approvals and sick issues for the employees
· Letters and invitations.

September / 2010 to October / 2012
HR Carrefour Egypt Sun City Opening team 
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· Handling all HR issues.

· Recruitment process, for new employees, handling all the recruitment process for new employees, screening and selection, hiring documents.
· Open new Bank accounts and doing every month pay roll manually, creating the employee contracts and renewals.

· Going to the social insurance office, for opining the insurance for the new employee and for closing his insurance service with the company  ( form1 , form 6 ) 
· Medical issues, contacting the medical company for approvals and sick issues for the employees
· Letters and invitations.

July / 2009 to September / 2010
HR Orascom Construction Industries  KSA   [image: image4.png]©®

Carrefour



 
· Handling HR issues
· Coordinating between head office in Egypt and the project in KSA.
· Events.

August / 2007 to July / 2009
Call Centre Agent Mobinil                     
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Handling all customers inquires.
· Answering calls.
Education
· 2007:
Akhbar Al Yom Academy Bbusiness Administration English section accounting    department.

· St. George College School.

· Studying HR Course in the AUC.

· Studying French Language Course.

Interests

Travelling, swimming, music.
Language Skills:

· Arabic:   Native language.

· English: Excellent both written and spoken.

· French:  Good both written and spoken.
Computer skills:
· MS Office, Internet.

Xperian Recruitment Limited ● 17 New Road Avenue ● Chatham ● Kent ● ME4 6BA
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