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objective
Seeking a challenging career & to be associated with an organization that would provide me a platform to enrich myself as an individual as well as a professional in each stage of advancement; in order to be a valuable team member of a dynamic and a reputable company.

experience
Human Resources Generalist at Renaissance Cairo Mirage City - Marriott international; 
April 2014 - January 2015
· Responsible for the recruitment coordination process to attract, recruit and retain a diverse management and non‐management workforce using GRS System.

· Utilizing the selection processes that identify the best candidates for open positions in a cost effective and efficient manner to meet the business needs of the operation.

· Administering “OASYS” payroll system and maintaining records related to the employee.

· Handling “ALICO” life insurance reports on monthly basis.

· Responsible for “Heart of the House” decorations & maintenance.
· Reviewing and updating Marriott's Local Standard Operating Procedures and ensuring they are observed
· Reviewing, implementing and promoting the hotels job aids (Policies)
· Responsible for the development and retention of a diverse workforce to deliver excellent products and services.

· Sustaining a work environment that focuses on fair and equitable treatment and associate satisfaction to enable business success.
· Allocating the new hired associates to the punch system & coordinating the  distribution of ladies lockers.

Assistant office manager and Graphic Designer at I.C.T center; 
November 2010 - April 2014
· Full Stock management. Keeping track of inventory and the actual stocks, purchases and receivables of tonner, all kinds of paper & other office supplies.
· Handling employee relations.

· Revising staff payroll
· Coordinating office management work.

· Implementing and promoting equality and diversity policy

· Developing and remodeling architectural drawings.

· Designing flyers, brochures, greeting and business cards.  
Personal assistant / Graphic Designer Abu Samra photography & event planning;
November 2013 - April 2014
Managing the processing of the image and performing quality check. Administrating business duties, such as bookkeeping and scheduling photo shoots. Communicating with clients, and proposing solutions to their concerns. Editing and retouching photos.
Office manager at Gohar Photography & Image Production;
March 2012 - November 2012
 Designing, editing and retouching wedding albums and photos, arranging the owner’s client schedule, handling the agency’s social media 

Kids Lounge supervisor  at Intercontinental City stars;

 July & August 2009
Monitoring client’s kids in the lounge area. 

Anti money laundry intern at Citi bank (Compliance department) 
July 2008; Monitoring clients’ accounts to protect the entity against money laundry.
Personal competencies

	· Regulatory Compliance

· Employee Relations

· Benefits Administration

· Termination & Exit Interviews

· Employee Retention

· File & Reporting Audits

· Employee Handbook Development

· Establish Policy & Procedure for HR 
· Employee Surveys
	· Graphic Design

· Magazine page layout

· Package design

· Book cover design

· Photo Editing

· Photo Stylist

· Production

· Customer Service

· Print Campaign


	· Project Management

· Business

development

· Advertising

· Art Direction




IT SKILLS
· Excellent command of Microsoft Office especially word, excel and power point
· Excellent command of Adobe Photoshop.

· Excellent internet research skills.

· Good command of Illustrator & InDesign

EDUCATION 
Bachelor of Arts, Ain Shams University (Mass-communication department) June 2009;
Major: Public relations  and Advertising.

High school graduation: St Fatima school, Nasr city (American department), 2006; GPA 3.644 (4.0 scale)

Primary & Preparatory stages: St. Claire’s college.



LANGUAGES

Arabic:
Mother tongue
English: 
Excellent command spoken and written 
French:
Beginner 
Certfications and courses completed
· Essentials of human resources by the society for Human resource management & American chamber of commerce in Egypt.
· Harassment Prevention Training by Marriott inc. e-learning website.

· Risk Management: Armed Attacker/Active Shooter by Marriott inc. e-learning website.
· Interview skills workshop.

· Graphics Diploma at the Russian culture center.

· Public Relations by Middle East Research and Futuristic Studies Center at Ain Shams University.

· (Grade  A+)

· Business law workshop course at The Intercontinental Hotel; included Elements of contract, drafting commercial contracts, Negotiation skills.
PERSONAL info
Date of Birth
:
February 24th  - 1988
Gender
:
Female
Nationality
:
Egyptian
Civil Status
:
Married
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