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Areas of Expertise
· Payroll

· Personnel

· HRIS

· Compensation & Benefits 

Human Resources

Work History
Schneider Electric Egypt & North East Africa, Personnel & Payroll Manager, 
Cairo, Egypt, Apr-1988 – Jan-2013 (25 years )
· Payroll , using the salary electronic transfer service through Different banks on website
· Manage and Prepare monthly salaries for 4 different entities in different currency EGP, USD, EUR for permanent , casual, and mobility employees in different countries (Egypt, France, Sudan, China, Chile, Ethiopia)
· Effect the Extra monthly payment  such as expenses , Loans and  medical refund
· Seasonal tasks :- Calculate and prepare new Social Insurance values for each new year (as per latest law)
· Bonus paid per quarter and yearly as per internal rule and policy
· Effecting annual and seasonal raise in salaries and split into components 
· Annual Profit distribution, coef. declared by Management and paid as per internal rule and policy
· Effect the monthly transactions such as Over time, consumed annual leave, on call, Sick leave, Unpaid, Shift Allowance, managerial allowance
· Follow up the deduction of Saving Plan with Allianz, effecting employee share deduction 
· Life Insurance with CIL, invoice validation and approve it for payment 
· External medical care with Prim Health – deduct the employee share from payroll , validate and approve the monthly invoice to be paid
· Payroll monthly / yearly reconciliation 
· Ready for any audit from Enteral QA by company or external from the group and governmental authorities 
· Time attendance system:- 
· Download ,  Prepare and send monthly time sheet grouped and individual by mail to all employees 
· Personnel , Insure that the employees have submit the original required documents for hire prior of signing the contract
· Process and manage new hires, terminations and organization changes into the system
· Issue the termination check list for leaving employees through e-flow
· send notification to line managers for employees before completing 3 months ( probation period ) and before completing 1 year from their contract
· Prepare loan contracts / signed from employee before affecting the transfer the amount to bank then start deduction on time. 
· Remaining balance :- Send notification to all employees and pay by the end of every year the remaining balance to employees and deduct the exceeding ones
· Issue new ID’s to new hires , identify on time attendance system with authority to each floor/place/door 
· HRIS , Sending summarized monthly statements to Finance Dept. per Cost center for :- Payroll summary, Loans, Advance Social Insurance, emergency aid fund, Medical contribution External and internal, E-mail list, New created SAP Id’s
· issue the monthly head count report and net working hours report ( blue  / white )
· Send the status of vacation balance and accrual to directors. ( Day / amount )
· Prepare and send monthly mobile invoice to employees then deducted from payroll 
· send individual notification for salary and grade changes to employees
· Calculate the end of service compensation 
· Sending pay slips grouped and individual by mail
· Issues standard reports / statements to all Dept. & Management to satisfy their business needs.
· Design and Create external reports that does not exist in payroll system.
· Issuing HR letter ( Gross and Net )
· Send by quarter / year gross, tax paid and any other related data to our auditors Ernest & Young for verification before inspection by tax authority 
· Maintain historical data for all employees for prompt retrieval of personnel and payroll related information.
· Develop, renew systems to cope with growth and communication needs and support HR in parallel with IT.
· Contact suppliers of Payroll system and time attendance system for troubleshooting 
Mondéléz Food Egypt, Personnel Section Head for organization, Mar-2013 – Dec-2014 (1 year 10 month)
· Manage all payroll transactions before sending to Comp. & Benf. Dep. ( new hires , terminations , promotion)
· Manage outsource employees and follow up with suppliers all admin and financial issues
· Managing the medical insurance for all employees & management with 2 different companies
Education
· Technical Secondary School , Helwan Secondary School  , Cairo , Egypt , ( 1982 ) 
Technical Skills
· Document Design: MS Access , MS Excel , MS Word , MS PowerPoint 
· Database & Reporting Tools: Crystal Report , Report Writer,  MS Access, MS SQL 
Languages 
Arabic, English and French 
