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Ahmed Tarek Marwan
	Career Path
      Regional Assistant Audit Manager                                                                                         Sep. 2015 – April 2016
       , Middle East & North Africa - Dubai
      HR Assistant Supervisor                                                                                                           Mar. 2015 – Sep. 2015
      Samsung Electronics Egypt.
HR Senior Staff                                                                                                                           Sep. 2013 - Feb. 2015                                                                                                                     
      Samsung Electronics Egypt.

      HR Assistant                                                                                                                               Jan. 2013 – Jul. 2013

      Amiantit Fiberglass Egypt (AFEC).       

      - Amiantit is one of the largest pipe manufacturing companies

        in Egypt and the Middle East) 

      HR Assistant                                                                                                                               Oct. 2012 – Jan. 013
      IT-Blocks

      - IT-Blocks is a software company specialized in web-based software. 

        An IBM premier business partner, Microsoft gold certified partner and Intel Learn Partner

Professional Responsibilities
        - HR Assistant Supervisor - Reporting to: HR Manager

· Preparing monthly salary transactions.

· Calculating end of service dues settlement for leavers.

· Preparing weekly and Monthly overtime reports.

· Issuing HR and bank account letters.

· Assisting in the training activities.

· 
Responsible for the attendance system, preparing daily attendance reports and issuing dismissal warning letters as per labor law.

· 
Issuing bank accounts for new-comers employees.

· Preparing the monthly payment closing.

· 
Maintaining and updating employees' database and salary scale database. 

· 
Registering new employees on the GHR system.

· 
Handle exams for blue collars and set interviews schedule for candidates.

·  Responsible for initiating the 10 Pound Mission incentive.

· 
Explain company personnel policies, benefits, and procedures to employees. 

· 
Making orientation for new-comers employees.

· Handling resignation procedures; conduction exit interviews and preparing form 6. 

· Handle hiring issues such as employment contract, social insurance application and the hiring documents of new employees.

· Dealing with social insurance and labor office.

      Amiantit Fiberglass - HR Assistant - Reporting to: HR Director
· Running headcount reports. 

· Participating in contract renewal process and personnel issues such as checking starters documents and sending them to the social insurance office.

· Designing and auditing procedures.

· Maintaining and updating the organization charts.

· Explain company personnel policies, benefits, and procedures to employees.

· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications.

· Examine employee files to answer inquiries and provide information for personnel actions.

      IT-Blocks - HR Assistant - Reporting to: HR Director 

· Design and publish ads; internally and externally.

· Designed a new employment application, job offer applications & new employee announcement messages.

· Collecting & screening CVs and short list convenient ones.

· Phone interviewing candidates.

· Contacting candidates for interview, manage interview timings and follow up with candidates.

· Conducting orientation for new comers.

· Respond to staff inquiries regarding policies, vacations and allowances.

· Maintaining and updating on a constant basis a comprehensive data base for all calibers may be needed.


	

	
	Education
	

	
	Human Resource Business Professional (HRBP)                                                                            Expected: Mar. 2016
HR Certification Institute - HRCI
Bachelor of Arts – Sociology                                                                                                                                      2011
Bani-Suief University, Egypt.

Human Resource Management Diploma                                                                                                                 2011
Certified by Sadat Academy for Management Sciences.



	
	

	
	

	
	

	
	

	
	Trainings Attended
	

	
	· Train the Trainer                                                                                                                                           2014
In-house training - Samsung Electronics Egypt. 

· How to Hire Right People - Dale Carnegie Training                                                                                 2014                                                            
In-house training - Samsung Electronics Egypt.     

· Pathways (PHE) Behavioral/Managerial Approach.                                                                  2008 & 2010 
Certified by Ford Foundation, CAPSCU and Social Fund for Development.
· Negotiation Skills.

· Groups and Teamwork.

· Problem Solving and Decision Making.

· Economic Feasibility Study.

· Managerial Economics.

· Planning and Controlling. 

· Communication Skills.

· Stress Management 

· Systematic and Creative Thinking.

· Analytical Thinking.

· Argumentation.

· Research Methods & Writing Proposals.

· International Computer Driving License (ICDL).                                                                        2008

	
	· 

	
	

	
	Skills
	

	
	

	
	International English Language Testing System (IELTS), General Training

Score: 7.5/9

March 2015        

 Arabic | Native                                                       
MS Excel, Word & PowerPoint| Proficient                         GHR| Proficient
Internet Search | Excellent 
Typing Skills (Arabic, English) | Excellent

	
	

	
	 Personal Qualities
	

	
	

	
	· Strong interpersonal skills.

· Able to learn new skills quickly. 

· Able to work under pressure.

· Good team player, Adaptable and Flexible.

· High Integrity, Diligent and Conscientious.


	
	Personal Details
	

	
	Military
Exempted
Nationality
Egyptian
Tecom, Dubai, UAE
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