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Employment History:
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March 2015 – April 2016 at Parsons International as HR / Administration Assist, UAE, Abu Dhabi
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Parsons is proud of our 70+ years in delivering engineering, technical, and construction services to our legacy markets: transportation, water, environmental, oil and gas, industrial, and defense. As markets have evolved, so have we. Parsons is a provider of choice for cyber security and alternative project delivery services. We believe talent, passion, and commitment generate success. Parsons employees go the distance for our customers and give back to the communities in which we live and work. We welcome self-starters who have the ability to solve problems elegantly—and who believe in our core values of integrity, safety, quality, innovation, sustainability, and diversity.
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Responsibilities:
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· Handling incoming / outgoing calls & letters, correspondence and filing.
· Provide Annual report with excel sheet of Engineers Performance score.
· Handel staff proposal and leave schedule management logs.
· Coordinate Staff leave management with site office and Project Manager.
· Faxing, printing, photocopying, filing and scanning.
· Updating, processing and filing of all documents.
· Setting up and coordinating meetings and conferences.
· Creating and modifying documents using Microsoft Office.
· Monitoring inventory, office stock and ordering supplies as necessary.
· Handling and follow up for the company receiving new employees' documents.
· Providing document management support & filing system.
· Prepared financial spreadsheets, correspondence, merged mailings, and unique special projects.
· Provide administrative support to the Engineer Head of Advisory of Roads & Infrastructure direct reports with a demonstrated ability to improvise, improve procedures, and meet demanding deadlines.
· Provide Presentations and Reports for Projects in Process.
· Coordinate corporate Projects and develop presentations for meetings.
· Process expense reports reflecting supporting documents and budget code indexes to the Projects.
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Feb 2013 - Feb 2015 at Mobinil as Compensation & Benefits Officer, Egypt
[image: image20.jpg]



The first Telecommunication Company in Egypt, since its inception in May 1998, Mobinil has strived to maintain its position as the leading Mobile service operator in Egypt. Honoring the trust of more than 30 million customers, Mobinil is committed to being the leading Mobile service provider in Egypt, our major shareholder; Orange is an international leader in the realm of telecommunication. Mobinil has benefited from years of experience in an international context to become the largest wireless service provider in the Middle East.
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Responsibilities:
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· Conduct job evaluation and develop job description and technical competency framework.
· Contributing Design salary structure and compensation & benefits scheme.
· Analyze and benchmark pay scale and grading structure to various markets.
· Analyze market data (HAY & job master) and evaluate the compensation and benefit programs of the company for Cairo region.
· Analyze job weight according to (Hay point Methodology).
· C&B related input for corporate decisions and day-to-day operations.
· Offers Handling. (Designing salary packages for new & current employees.
· Monitor employees’ attendance and their update in the system, as well as leaves and working hours’ balance (actual hours, extra hours, over time, and other).
· Updates employees’ files in the system with any occurring changes (training, certificate, warning, transfer, promotion, resign, termination).
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Record employees’ transactions in the payroll system (advance and deduction), prepare and generate the monthly payroll by following the log sheet.
· Activates new joiners and records personal related matters in the system.
· Handling admin duties for the Human resources department of the company receiving employees documents and fill all requested governmental forms.
· Handle resigned employees and to make sure that they sign the requested papers.
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October 2010 - Jan 2013 at Mobinil as Human Resources-Representative.
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Responsibilities:
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· Responsible for all activities related to pre-employment medical checkup, either internally with new hires or externally with the suppliers.
· Handling all Employees resignation Process.
· Main interface with other HR functions and responsible for providing medical feedback to both Recruitment and Compensation for hiring reasons.
· Assist in all secretarial & administrative tasks in the medical department.
· Ensure proper and accurate filing for all received and/or processed documents either hard or soft copies.
· Responsible for all medical insurance cards issuing process and delivery to employees.
· Contribute in creating procedures related to insurance activities under supervision of the company doctor.
· Coordinate with relevant functions related to the claims and approvals regarding the insurance provider.
· Handle, solve, and communicate all inquiries of employees related to the health insurance plan coverage dates according to company regulations.
· Prepare regular analytical reports related to the medical department as well as related to insurance activities, as requested by the company doctor.
· Assist in the function of claiming, approvals, and sick leaves.
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Feb 2009 - Sept 2010 at Mobinil as Customer Services Team Leader, Egypt Jan 2008 - Jan 2009 at Vodafone as Sales Representative Team Leader, Egypt
[image: image35.jpg]



Training
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Summer 2005  the Egyptian commercial center company.(Admin)
Summer 2006  Belayem Petroleum Company. (Admin at the Contracting Dep.)
Key Skills
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Computer Skills
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· All Microsoft Operating Systems.
· All Microsoft Office Packages.
· Internet Navigation & Search.
· CRM programs.
ERP Services Program
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Professional Skills
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· Time Management
· Goal Setting
· Commitment
· Flexibility
· Ambitious Creative
Certificates
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(MCAS) office 2007 at (YAT education center). International computer driving license (I.C.D.L). English course at A.U.C
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Computer Skills
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· Communication skills
· Presentation skills
· Team work skills
· Negotiation skills
· Public Speaking and Presentation Skills
· Competitive analysis skills
· Sales skills
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Date
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August 2009
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August 2007
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September 2008
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Languages:
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Arabic: Mother tongue
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English: Fluent
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Education:
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Bachelor Degree in law from (Ain Shams University) Cairo, July 2007
Post-Graduation Diploma in Human Resource Management at the American University in Cairo, (Jan 2011).
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Personal Information
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Date of birth: 3 Oct 1984.
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Nationality: Egyptian.
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Marital status: Single.

Military service: Exempted

UAE Address: Dubai-DIP

Egypt Address: Cairo, Heliopolis, Roxy

Personal Interests

Traveling | Reading | GYM | swimming |

References

Furnished upon request.

