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	Ahmed 
Email: Ahmed.347192@2freemail.com 
	



	Personal Information


	·  Visa Status         : Tourism Visa     (Available Immediately).
·  Nationality          : Egyptian.

·  Birth Date
            : 01/09/1989. 

·  Marital Status      : Single.

·  Driving Licence : Qatar Driving Licence.



	Education
	 Cairo University

Bachelor of Commerce, Accounting and business Administration Department 2011

	Qualifications Summary


	   Computer Skills

· Advanced user of Microsoft Office (Excel – Word – PowerPoint).

· Very good knowledge of Graphics Programs (Photoshop – In-design –        Illustrator – Corel Video Studio – Adobe After Effect – Sony Vegas )
· Good knowledge of Information Technology (IT). 
   Language Skills

· Excellent command of effective Arabic communication
· Excellent command of effective English communication

	Training Experience

Work Experience


	· Introductory Training Skills (ILM) England.
· TTT Training (Train The Trainer) 

· Fire Fighting Training

· SOP Training (Standard Operation Procedures) Feb 2014.
· Soft Skills Jan 2012 & Communications Skills Feb 2012.
· Skills of Human Development 

· English language Course at Ministry of Defence language Institute (MODLI).
          HR and L&D Coordinator Since Jan.2014 till Jan 2017
          Landmark Group (HR and L&D Department)

               Qatar Branch
Job Responsibilities
· Conduct Induction (Orientation) Training to all the new joiners.
· Serving as the first contact point for team members in issue identification and referral; providing general information to Team Members.  

· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;

· Promoting equality and diversity as part of the culture of the organization;

· Recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates;

· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management;

· Plan and organize Employees Engagement Programs 

· Dealing with grievances and implementing disciplinary procedures;

· Developing HR planning strategies, which consider immediate and long-term staff requirements;
· Preparing staff handbooks;

· Planning the training calendar along with Sr. Managers and the business heads.

· Support the track learning and development budgets and present reports on the regular basis to the management.

· Support to measure the ROI of training in the territory to show tangible benefits

· Maintaining employee records;

· Analyzing training needs in conjunction with departmental managers.

· Perform other related duties as required
         Training Coordinator  Nov.2012 till Dec 2013
         OSN (Orbit Showtime Network)    Cairo Branch.
Job Responsibilities:

· Map out training plans, design and develop training programs (outsourced or in-house) for corporate, HR training and more

· Choose appropriate training methods per case (simulations, mentoring, on the job training, professional development classes, etc)

· Conduct organization wide needs assessment and identify skills or knowledge gaps that need to be addressed

· Use accepted education principles and track new training methods and techniques

· Assess instructional effectiveness and summarize evaluation reports determining the impact of training on employee skills and how it affects KPIs

· Partner with internal stakeholders and liaise with matter experts regarding instructional design

· Maintain updated curriculum database and training records

· Provide train-the-trainer sessions for internal subject matter experts
International Customer Service Coach Trainer Jan.2012 Till Oct.2012
            Raya Contact Centre.

            Etisalat UAE,

            Cairo Branch.
Job Responsibilities:

· Conducting some product knowledge refresher trainings for (Prepaid and Postpaid lines)

· Handle Customers inquires and complaints.

· Log customer details on the CRM.

· Provide customer with accurate information and right solutions.

· Performs other duties as assigned by management

Marketing Coordinator (Internship) July.2010 Till June.2012

 Energizer Egypt,


 Cairo Branch.

Job Responsibilities:

· Implements marketing and advertising campaigns by assembling and analyzing sales forecasts; preparing marketing and advertising strategies, plans, and objectives; planning and organizing promotional presentations; updating calendars.

· Tracks product line sales and costs by analyzing and entering sales, expense, and new business data.

· Prepares marketing reports by collecting, analyzing, and summarizing sales data

· Supports sales staff by providing sales data, market trends, forecasts, account analyses, new product information; relaying customer services requests.

	Job Knowledge, Skills and Experience
	University Degree, with minimum of 6 years of experience in L&D, HR and Marketing, Strong PC skills, with English language proficiency. Typing – Arabic and English.

Developed Language and Computer skills.
Enhanced Presentation and Project Development skills 
Acquired basic business skills (Communication Skills and Customer Services)



	Hobbies
	Reading, Playing Chess & Computer Searching.
References available upon request


