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Professional Summary
Successful human resources executive with 6 years of experience. Had a track record of restructuring HR functions, making positive changes in organization’s culture, developing talent, and leading HR operations to an increased organizational effectiveness in the following fields/areas :
Organization Development, Recruitment, Policies & Procedures, Compensation and Benefits, Employee Relations.
Area of Expertise

	· Job analysis.
	· Job description.

	· Performance management.
	· Competencies formulation.

	· Recruitment coordination.
	· HR policies & procedures development.

	· Benefit administration.
	· Talent Management.


Courses
· 2014:
Internal Auditor – ISO Certified from EGCS Training Academy.

· 2013:
Time & Stress Management skills - (AB & Associates - Dr. Raafat Youssef)

· 2012:
HRM Diploma - RITI (Grade: A+).

· 2012:
Egyptian Labor Law – (PMEC – Mr. Sherif Magdy).

· 2012:
Talent Management – (AB & Associates – Dr. Ahmed Badr).

· 2011:
Participated in HR 360 Seminar - The Employer Magazine.

· 2011:
General English course in the British council.

· 2009:
Course of Business Skills Model from Career and Leadership Development Academy.

· 2004 & 2005:
DELF(Diplôme de Langue Française), Ministère de l’Education Nationale, Paris, France.
Professional Experience
2016: NACITA (National Agricultural Chemical Industrial Trading Agency):

Title: Senior HR Specialist:




(5 July 2015 - 31 January 2017)
· Discusses manpower plans and recruitment processes with 10 department managers; provides close support to them and fulfill 85% from it.
· Write, formulate, and manage employment and promotion announcements twice a year.

· Prepares and maintains 76 descriptions for 10 departments.
· Draw organization structure with reporting lines for 10 departments.
· Prepares and maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Participates in developing department goals, objectives and systems for 10  departments.

· Manages the semi-annual performance appraisals process.

· Manages and implement all benefit programs to increase employee's retention.

· Develop monthly reports and analysis to be submitted to direct manager to reveal achieved versus planned objectives.

· Hears and resolves employee grievances, and counseling employees and supervisors.

· Designs a filing and retrieval system, keeping past and current records.
· Conducts exit interviews for resigned employees, analyzes the results and suggests corrective actions accordingly.
2013: Armanious Group (Eva FMCG Company):
Title: HR Specialist:




(1 February 2013 – 2 July 2015)
· Maintains and updates 85% from the job descriptions.
· Conducts competency based interview (internal/ external).
· Works on the grading structure and salaries restructure for the logistics and sales departments.

· Responsible of the HRIS (Manage all employees data regarding hiring, change of status, promotion, & transfer).
· Project member in Oracle implementation.
· Responsible of Mobinil Account in the company by revising the invoice of more than 2000 phone number monthly(activation, termination, migration, and buy anything from mobinil).
· Responsible of all the reporting system of the department (Recruitment, probation period, hot line, exit interview, new ideas, & change of status, etc.) to be reported monthly.
· Responsible of the ISO in our department.
2012: Armanious Group (Eva FMCG Company):
Title: HR Administrator:


(1 March 2011 – 31 January 2013): 
· Coordinate 100% from the training plan annually. 

· Organizes 100% of the logistics trainings and collates the evaluation forms.

· Schedules, coordinates, monitors, and tracks 100% from the courses/workshop training sessions for reporting purposes.

· Produces 100% from the certificates of attendance for internal courses and ensure all sign in sheets and post event evaluation forms are returned, reviewed and collected in one report.
· Interview and hires 85% from the logistics MPP
· Provide all recruitment administration support.

· Administer 100% of the probationary review periods reports.

· Ensures the relevant CVs database is up to date and accurate.

· Carry out any other reasonable ad hoc duties in order to support the HR department.
· Responsible for entering data and changes in the PMS.
· Responsible for all the administration work of the performance system.
· Extract data from the system end of June and December to analyze it.
· Assists in the development of HR policies and procedures.

· Assists in developing Employee Handbook with updates resolutions and other pertinent information, as needed.

· Reports birthdays and newly hired lists to publish on Intranet monthly.

· Assists in administration tasks related to CSR project.

· Partner in the HR hot line call center and solve 95% from the received employees complaints.
· Draws 100% from the company's organization charts.
· Analyzes and presents employee satisfaction survey to the managing director.
Internship
2011: Raya Holding Group: Training for a month in the HR department.
2009: LCE (Lafarge Cement Egypt): Training for a month in the HR department.
2007: ECC (Egyptian Cement Company): Training for a month in the Finance department.
Skills
Language: 

	· Arabic
	Native language

	· English
	Very Good (written, spoken, understanding)

	· French
	Good (written, spoken, understanding)


Others:

· ERP system (Oracle key user).

· MS office Excel, Word, PowerPoint, Visio and outlook (2003, 2007, and 2010).
· Knowledge of Qatar labor law.
Education
Bachelor of Commerce and business administration – English Section, Helwan University, Egypt, Graduation year (2010).

· Major: Accounting.  


Grade: Good.

Thanaweya Ama school, Notre Dame de la Delivrande, Egypt.
Personal Data
· Date of Birth: May 8, 1989.           

· Nationality: Egyptian.
· Marital Status: Married.[image: image1.png]



· Holding Qatar Driving License.
Page 2 of 2

