Samer 
Samer.208515@2freemail.com  
Date of Birth:    07, January, 1985                                             [image: image1.jpg]



 Nationality:        Egyptian              
Visa Status:         Employee VISA   

Target job: 

HR / PRO
Education Qualifications:
           
 Tanta University-Egypt. 2005 Grade – Good 
General Experience:
 Two Years AS HR Coordinator – (PRO Team) For (Landmark) (Splash)    
  Five years AS HR. (CLARA TRADING) (KAREN MILLEN)

   Eight months as Call Centre Agent for (MAF FINANCE)
  30 months as B.Sc. of Computer science    supervisor for Americana (KFC)
  Two Years as salesman for (Computer Castle) IN (Egypt)
Work Experience:
Period: FROM JAN 2015 UNTIL NOW
          Company: Landmark (Splash & Iconic)
           JOB TITLE:   HR Coordinator – (PRO Team)    For More Than    1500 EMPLOYEES
           Key Responsibilities: 

· Contacting and arranging with the agency and the new staff for the joining 

· Handling and submitting the require documents from the Agency or the new employees

· Filling the documents of the employees 

· Dealing with corporate office for the ( Immigration & Labor ) work
· Releasing the passports of the employees after checking with the company policy  

· Checking the Expiry ( Passports – Visas – Labor) and updating the full information of the Employees 
· Applying For Work Permit for the new Employees
· Applying for the Employee Visas for employees 

· Updating the manpower of the employees 

· Handling the Emirates ID and medical Insurance for the visa process ( New Visas & Renewal )

· Checking the Emirates ID status till reach to the Employees

· With building good relationship with the people in (Immigration- labor- Emirates ID Authority and medical center ) our process is going faster

· Updating the system with the latest roles of the ( Immigration & Labor ) of UAE
· Handling The health Insurance  ( New & Renewal & Modification & Deletion) as its mandatory now for the visa process
· Investigating with the Employees In Case (Stealing & Absent & Not following the Policy )  
Period: FROM FUB 2010 UNTIL DEC 2014
          Company: Clara trading (Karen Millen)
           JOB TITLE:   HR
           Key Responsibilities:
· Handling the Employees files 

· Applying For Work Permit for the new Employees 
· Applying for the Visas for employees 

· Updating the manpower of the employees 

· Handling the Emirates ID and medical for the visa process ( New Visas & Renewal )

· Checking the Emirates ID status till reach to the Employees

· With building good relationship with the people in (Immigration and labor and medical center ) our process is going faster

· Updating the system with the latest roles of the ( Immigration & Labor )

· Handling The health Insurance  ( New & Renewal & Modification & Deletion) as its mandatory now for the visa process 
Period:          From Sep,2008 Until JUN 30 2009.
          Company:   MAF .JCB  FINANCE . ( NAJM. JCB )          
            Job title:   Call Centre Agent / Telesales  
           Key Responsibilities:

          *Demonstrate products and services for the customers.


          *Build a positive relationship with customers (high levels customers–more than 10k salary).

          *Receiving complains from customer and trying to solve it 

          Or escalate the problem to next level
          * Data entry   

          *Making daily reports for sales manager.

          *Responsible for making training for new staff (Arabic stuff)

          *Updating customer’s knowledge about the new and latest products news.

          *Developed and maintain company’s policies and procedures.

          *Pass all the training courses with SPAREHEAD TRAINING CENTRE such as:

            (A Customer service, product policy, customers complains documentations….

         
     Period:             From MAR 2006 to OCTUPER 2008 .

              Company:        Americana  (KFC) 

              Job Title:          Supervisor
              Key Responsibilities: :      

               As Follows: - 
              *Handling all the administrative and financial issues such as:

        *Meeting customers, Demonstrating Services and offers.

        *Receiving goods from dealers and making inventory checks

        *Making the daily report for the head office concerning the timing, cost, arrangements 

  
     Period :      From  April 2003 to March 2005

           Company:  Computer Castle 

          Job title    :   Salesman 

              Key Responsibilities: 
          *Demonstrate products and services for the customers.


          *Build appositive relationship with customers (high levels customers–more than 10k        salary). 
          *Making daily reports for sales manager.

          *Updating customers’ knowledge about the new and latest products news.

Skills 

· A positive attitude towards change.

· Decision-making skills.

· Team spirit, leadership capabilities and, most important plenty of customer-drive.

· Have the ability to become future leader.

· Comfortable dealing with numbers and have good English language.

· Willing to develop skills and personality.

· Always willing  and love to take more Responsibilities. 

Computers:
MS OFFICE (WORD + EXCEL) INTERNET + PHOTO SHOP

MICROMEDIA FLASH
Languages:
o       Arabic : excellent

experience: mother tongue 

o       English : very good

experience: more than 11 years

UAE Driving License

