       Yasmin Ibrahim EL-Dessouky      
PERSONAL DETAILS

Date of Birth          :     November 23rd, 1988          

Marital Status        :     Married     

Nationality             :    Egyptian 
EDUCATION

University    : Misr University for Science & Technology - MUST 
Faculty        : Business Administration– English Section 2011
School        : Manor House school 2006
EMPLOYMENT

ORGANIZATION:      Marketeers for Advertising
DATE: 


August 2015 – April 2016
JOB TITLE:     
HR Specialist
RESPONSIBILITIES
· Reporting directly to the CEO 
· Preparing & collecting the recruitment needs from all departments.

· Posting Recruitment Ads on social media and websites 

· Interviewing the candidates.

· Conduct the second interviews with the management 
· Maintain job descriptions
· Addressing any employment relations issues, such as work complaints.

· Overseeing hiring process, which includes coordinating job posts, 
      reviewing resumes, and performing reference checks

· Conducting training sessions

· Maintaining records of employee participation in all training and 
      development programs

· Updating company policy, contracts, forms.
· Responsible for the employee performance appraisal.
· Files papers and documents into appropriate employee files

· Preparing Salaries for the employees



ORGANIZATION:      Leadership Management International- LMI

DATE: 


September 2014 – July 2015
JOB TITLE:     
       Training & Operations Specialist
RESPONSIBILITIES

· Devising and maintaining office systems to deal efficiently with paper flow, organizing and storing paperwork, documents and computer-based information, arranging travel and accommodation

· Responsible for Company Calendar.

· Preparing training material and logistics.
· Responsible for issuing visas and tickets for the employees & Trainers
ORGANIZATION:      Leadership Training & Consultancy - LTC
DATE: 


August 2011 – September 2014
JOB TITLE:     
 Training Specialist
RESPONSIBILITIES

· Direct administrative and session logistics such as hotel facilities, catering and accommodations.
· Supervise production of events material along with the local production
      department.
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	 Arrange the availability of audio-visual equipment, transportation, 
 displays, and other event needs.
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	 Plan and develop programs, agendas, and services according
 to customer requirements


· Organize registration of event participants along with the evaluation of the event.

· Prepare the needed materials for the training.
· Responsible for issuing visas and tickets for the employees and trainers.
Courses

· English conversation From Berlitz
· ICDL.

· The 7 Habits of Highly Effective People by Franklin Covey.

· The 5 Choices of an Extraordinary by Franklin Covey.

· The 4 Disciplines of Execution by Franklin Covey

· Situational Leadership II by Ken Blanchard.

ADDITIONAL SKILLS
· Good listener.

· Ability to helping people overcome the hard situations.

· Ability to develop positive relationships with people professionally and socially.

· Discipline and strict compliance with policies and procedures.

· Ability to work under pressure and handling customer complaints.

· Strong verbal communication skills.

· Ability to learn, seek knowledge and self-development.

· Ability to work in a team environment.

· Strong organizational skills
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