Marian 
Marian.360009@2freemail.com
Education 

Master of Business Administration (MBA)  

German University- Cairo (GUC)                                                                                     2017
Major 1: Human Resources Management
Major 2: Strategic Management

Performance Management practitioner                                                                           2012
Compensation & Benefits practitioner                                                                             2012

Human Resources Diploma– Cambridge University
   
2009

Recruitment & Selection – Training & Development – Compensation & Benefits – Social Insurance – Labor Law – Performance Appraisal – Job Description / Analysis 

Grade: Excellent

Bachelor of Economics & Political Sciences
   
1999
Cairo University


Major: Political Sciences



Minor: Public Administration 
Graduation Project: “Amendment of 32nd Law of Non-Governmental Organizations for Y1998”

Grade: Good
General Secondary Certificate (GSC)
    
1995
Elementary, Preparatory & Secondary

              

St. Fatima Language School – Nasr City

Best Achievements:

· Develop policies & Procedures.
· Develop Employees Files including: Social insurance forms -contracts- residency -labor office documents-develop electronic database) & Solve many problems with the labor office.
· Develop a recruitment database.
· Develop the HR Department from the scratch in UAE branch .

· Excellent communication skills with all the employees and the blue color.

· Handle the restructure of Unicom.

· Head hunting excellent calibers.  

Experience:
Unicom Group (International IT, GIS and mobile trading company)                            Sep.'2011 – Present
(www.unicomg.com)

Group (Regional) HR & Administration Manager (location: Egypt & UAE)
 Managing all Human Resource activities include recruitment, compensation &benefits and training and development.
 Provide professional advice and support to all levels of the business on HR issues in order to ensure that HR policies are properly applied and implemented

 Managing all the recruitment and selection process including ads, searching, screening, interviews for the top management.

 Develop the organization structure design for all departments based on the business goals.

 Prepare Job Descriptions based on Job Analysis.

 Develop and implement the company policies and procedures.

 Develop the HR Manual including all the HR Forms.
 Prepare Salary Scale, Org Chart and Performance Appraisals.

 Manage all the issues related to the social insurance and labor office in Egypt and UAE, including the residency in UAE.
 Develop orientation/induction program for new comers.
 Issuing the recruitment plan for the year including the HR budget. 

 Handle the payroll including the overtime, tax, insurance,
 Lead the HR team in all branches (KSA-Yemen-Jordan – Sudan-UAE)
Mada (HR Consultancy-Raya Subsidiary)                                  Jul.'2010 -Mar.2011

HR Account Manager

 Handling all Human Resource activities include recruitment, compensation &benefits and training and development in the account branches (Cairo-Dubai-KSA).

 Handling all the recruitment and selection process including ads, searching, screening, interviews.

 Prepare Job Descriptions based on Job Analysis.

 Updated the company policies and procedures.

 Prepare Salary Scale, Org Chart and Performance Appraisals.

 Handle all Personnel data include all HR Forms (offer letters-new hiring announcement-employee change of status –Salary adjustment, vacation forms, attendance…).

 Issuing the recruitment plan for the year with the agreement of the relative managers and in line with the business needs. 
Craft (Ad collection) ( printing factory & advertising agency)        Jan.'2001 – Jun. 2010
HR Section Head
 Handling all Human Resource activities include recruitment, compensation &benefits and training and development.

 Follow up on company policies. 

 Coordinate with all departments to prepare job descriptions, organization charts and performance appraisals.

 Issuing the recruitment plan for the year with the agreement of the relative managers and in line with the business needs. 

 Develop and maintain relationship with employment agencies, universities & other recruitment sources.

 Handling the searching, screening and selection process for CVs and preparing shortlists. Accordingly, conducting initial interviews of potential candidates.
 Prepare reports for absenteeism, turnover and periodic report for the opened vacancies 

 Apply Vacation forms, Overtime sheet, Request to Hire, Training Request form, New Hire Paperwork.
 Prepare salary administration and payroll in coordination with concerned Departments then make Salaries transaction.
  Prepare annual and periodical budgets for compensation operations.
 Identify and implement benefits that increase the quality of life for employees.
 Evaluates jobs for developing compensation and benefits program.

 Create the training plan of the company after receiving the training requirements according to the job needs.

 Manpower including blue color.

Office Manger For 2 years

 Record expenses, manage & control petty cash

 Handle various administrative tasks.
Personal Profile:
 Adequate working command of MS Excel, Word, PowerPoint & Access in addition to various Internet applications.
 Highly self-motivated, ambitious & result oriented.

 Capable of working under pressure & meet deadlines effectively.

 Excellent communication skills.
Languages:

Arabic: Mother tongue

English: Excellent 

Personal Data: 

Date of Birth
: 16.05.78

Nationality
: Egyptian

Place of Birth
: Cairo - Egypt

Hobbies :
Listening to music & reading.  

References: furnished upon request.
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