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Objective
To further develop and grown to next level by joining a professional and systematic organization to work in a stimulating environment that continually challenges me and provides the opportunity to achieve success & advance my career.

Skills
	
	Computer literate
	
	Delivers under
	
	Details
	
	Efficient
	

	
	Critical thinking
	
	pressure
	
	Attention
	
	Analytical thinking
	

	
	
	
	
	
	
	
	
	

	
	Adaptable
	
	Team player
	
	Responsible
	
	Negotiation
	

	
	
	
	
	
	
	
	
	

	
	Organized
	
	Problem solving
	
	communication
	
	
	

	
	
	
	
	
	
	
	
	



Professional Experience
· HR Manager 
· Power Factor Facility Management – Dubai - UAE 2011 – 2015 
· Develop with management the company core elements including vision mission values… and ensure it is properly communicated to all employees and on regular basis. 
· Ensure all employees are working towards the goals and aspirations of the company. The goals will be defined with the management. 
· Maintains the work structure by updating job requirements and job descriptions for all positions. 
· Handle Employees records and ensure HR software are in order (Employees records, 
Monthly Pay Roll, Daily attendance, Handle employee’s loan, leave queries and complaints) 
· Putting a structure in place to ensure smooth processes and proper communication channels 
· Committed to quality service. 
· Responsible for Bank accounts opening for all new employees. 
· Conducts employee’s recruitment process, from research to initial interview, then schedule interview to department head. 
· Briefing new hired on related administrative formalities and ensures all arrangements made. 
· Promoting equality and diversity as part of the culture of the organization - Building team spirit 
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· Administers benefits programs such as life, health, dental and disability insurances, pension plans, vacation, sick leave, leave of absence, and employee assistance 
· Investigates accidents and prepares reports for insurance carrier 
· Demonstrates a strong commitment to the mission and values of the organization. 
· Work on the scope of work and put in place an evaluation system for all. 
· Implement creative ways in finding the right candidates for the vacancies. Working on 
Social Medias to recruit… and also develop good relations with agencies. 
· Work closely with the assigned PRO on getting extensive info about regulatory bodies… 
· Listen and understand the various depts. heads requirements and the urgency of filling the positions through proper and regular searches. This will help in reducing the emergency factor and reduce the employees stress and work pressure enabling them to perform better for better projects deliveries. 
· Have regular board of directors meetings to know more about the plan of each and to work out final single plan with the MD based on the analysis. 
ADMINISTRATIVE RESPONSIBILITIES
· Organizing staff events (annual party, team building etc.). 
· Administration of car and hotel requirements and rates. 
· Check and sign off invoices, monitor expenses with coordination with Accounts. 
· Insurance packages and rates (health, fleet, building, workers comp etc.). 
· Company leases tenancy Contracts (labor camps, manager’s accommodation). 
· Management events and meetings. 
· Office maintenance / administrative suppliers and rates. 
· Group calls requirements and rates for all Staff. 
· HR Ass. Manager 
· Al Arif Contracting Co. LLC, Dubai 2007 - 2010 
· Oversees the human resources database, ensure the system records are accurately recorded and cross checked. 
· Enters new hire information in the human resources system. 
· Ensures that Human Resources files and records are maintained in accordance with the legal requirements and company policies and procedures. 
· Completes monthly and year end reports regarding terminations, transfer and new hires. 
· Prepares recruitment lists and job posting. 
· Completes and records payroll data as scheduled. 
· Receives and screens visitors and telephone calls. 
· Receives and tracks employment applications. 
· Obtains and conveys information as needed. 
· Assist in training new employees, support department personnel as needed. 
· Coordinates with related departments as required/ answer questions and provide assistance. 
· Ensures that work area is clean, secure and well maintained. 
· Issues offer letters, memos, warning, and Termination letters as requested. 
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· Sales & Marketing Executive 
· Giordano Fashion LLC, Dubai 2005 - 2007 
· Responsible for the effective sales operation of the stores by ensuring business objectives and sales target are achieved. 
· Assigned to different store locations to help on sales target increase and improvements. 
· Recognized as the top sales executive for 5 consecutive months by increasing 95% of overall store sales target. 
· Provides excellent customer service by building rapport, taking care of customer needs, provide options and recommendations when required. 
· Assists Store Manager to monitor the overall store activities and outcomes. 
· Responsible in preparing daily reports, including possible suggestions and feedback on result. 
· Sales & Marketing Executive 
· ACAPI Pharma LLC, Cairo 1999 - 2004 
· Strong key link between Medical Representative &pharmacies area. 
· Handle promotions offer products and increase of awareness of pharmacies. 
· Receive products orders and provide the monthly services. 
· Ensures that the monthly sales target is achieved at my area. 
· Monitors the product status and activities (hospitals and retail pharmacies). 
· Prepares sales plan & reports and forecast analysis. 
· Prepares daily activity and weekly reports. 
· Follow up cash follow & payment balance along with supported reports. 

Education
  Bachelor of Laws (LLB) - Nov 1998   Al Monofia University (Egypt)

Certificates & Computer Skills
· ISO 9001:2008 QMS/ ISO 14001:2004 EMS/ ISO 18001:2007 OHSAS. 
· Microsoft office 2007 – 2010 (Word – Excel – Power Point - Visio) 
· Microsoft Certified Professional (MCP) 2002 
· Microsoft Certified System Engineer (MCSE) 
· Microsoft Certified Database Administrator (MCDBA) – SQL 2000 Server. 

Personal Information
	
	Visa Status
	: Employment.

	
	Date of birth
	: October 16, 1975 - Cairo

	
	Nationality
	: Egyptian.

	
	Marital Status
	: Married

	
	Driving License
	: UAE License / Egyptian License.
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