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Emad Hanna Mekhaeil
Tel: +971 561002824 Or +974 70244245
E-mail : Emad_Hanna_Mekhaeil@yahoo.com
Address: Dubai, UAE.
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Objective:
Seeking a challenging job in Human Resources Management at multinational organization where my qualifications, skills and educational background can be developed and further enhanced.

Education:
· Enrolled    :   MBA - Master of Business Administration.

                        Edinburgh Business School, Heriot-Watt University - UK.
· Dec 2011   :   Human Resources Management Certificate.

                        Edinburgh Business School, Heriot-Watt University - UK.
· May 2009 :   Human Resources Management Professional Diploma.

                       Regional IT Institute (RITI) - Egypt. 
· May 2003 :   Bachelor degree – Major Accounting. 
                     Faculty of commerce, Ain shams University - Egypt.
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Career History:
Ali Bin Ali Group - Doha, Qatar  {Feb 2015 to Present}
- Assistant Group HR Manager 

The Ali Bin Ali Group is a privately owned company with a heritage that dates back to 1945. Our roots began with a vision to provide quality international products and services to the people of Qatar. Today our Group is one of the largest retail and distribution companies in Qatar. We are also proud to say we have a long-standing reputation for building successful partnerships with the world’s leading brands across a diverse range of business activities.
Key Achievement:

· Oracle HR implementation, Data Conversion team lead, Work with the company divisions, implementation team to identify, define, collate, document and the data migration requirements.
· Handle the HR functions for whole group and Validate all employee transactions based on labor law, and provide required documents to legal as and when required.
· HR Policies: Design, propose and implement HR policies, SOPs (staffing, recruitment, compensation and benefits, professional development) & updating HR policies.
· Possession Profile kit "PPK's" Prepare job description for all existing jobs and determine job specifications.

· Organization Charts Prepare and up-date the company’s detailed organization charts.

· HR Business Plan Participate in the preparation of headcount budgets & follow up on it as well as conducting manpower planning audit reports. 

· Performance Management: Lead the employees’ performance appraisal process.
· Recruitment:  Coordinate the Recruitment activities; Screen potential candidates, Conduct initial interviews and provide recommendations. Lead the new joiner’s Orientation and Conduct exit interviews.

· Follow up the resigned/terminated employee/s with the required documents for sponsorship transfers/final settlements and other legal obligator documents, except NOC. 

· Responsible for safeguard the completeness of employee files and maintain confidentiality of information herein. Developing DMS (documents management system). 

· Authorize all travel Tickets LPO, and leave requests based on policy.

· Verify all leave settlements, annual leave balance, manual salaries, reporting forms, monthly reports etc.

· Finalize leave holiday provisions, other provisions, and medical reimbursements.

· Prepare final settlement

· Enters data accurately to the Oracle System and ensures all relevant approvals and supporting documents are on file.
· Co-ordinates, controls and inspects staff accommodation and ensures it is of the highest possible standard of cleanliness and comfort.
· Responsible to solve any issues which is the company faces in WPS system, unblock on the group companies which is blocked from WPS section.

· Responsible to contact with WPS section in the department of Labor and send all new instruction to the company.

· Prepare all reports related to personnel. 

· Update re-joining report for all kind of leave.
· Maintains close contact with all Department Heads through departmental visits, serving as an advisor and internal consultant on employee relations issues.
· Liaises with other Divisions Managers maintaining strong information links for better decision making.
· Issue employee letters and other notices as required.
· Researches critical personnel problems and recommends alternative solutions.
· Available for staff at all levels to advise, counsel and assist with problems or queries. 
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Widam Food – Doha, Qatar  {May 2012 to Jan 2015}
- HR Supervisor   
Widam Food is a shareholding company 95% Qatari shareholder. The Company is exclusively handling the government subsidization of Australian meat to Qatari market, and it also support the market by importing other type of meat on non-exclusive basis.
Key Achievement:

· Implementation and certification of ISO 9001 for Standard Operating Policies and Procedures (SOPs). 
· Having overall responsibility for the implement policies of the company and also the welfare of the staff. Also managing

· The information held on the HR database and personnel files to ensure it is updated in a timely and accurate manner.

· Ensuring that all procedures comply with the labor law.

· Payroll:  Handling payroll activates & Supervise Payroll Team (Prepare the monthly Payroll changes and implement the payroll on the Oracle HRMS. ( Preparation of Payroll statement Earning & deductions, adjustments, Social insurance calculations)
· Personnel:
- Handling personnel activates & Supervise Personnel Team (complete Hiring documents, social insurance, Medical insurance, Annual leave, Establishing and maintaining a complete filing system for all employees, issuing HR Letters, Job Offers, Contracts …etc.)
- Follow up the resigned/terminated employee/s with the required documents for sponsorship transfers/final settlements and other legal obligator documents, except NOC. 
- Authorise all travel Tickets LPO, and leave requests based on policy.
· Recruitment:  
- Handling all recruiting functions through internal or external sources (Screening and short listing CVs, filtering, interviewing, grading & recording candidates, preparing offer letters, following up candidates…)

- Measuring the employee's turnover rates & manpower supplying in comparison with planned budget. 

- Creating database system for recording all CVs in grading basis.

- Manpower Planning: Prepare & follow up of headcount budgets and conduct manpower planning.
· Training: 

- Prepare the annual training plan.

- Contacting training providers to select the best service providers in all training fields.

- Follow up the execution of the training programs to be sure that the objectives of the programs are achieved.
- Handling all training process.
· Performance management system:
- Lead the employees’ performance appraisal process for each many business areas during the midyear & last year; follow up the performance appraisal results from all departments.

· HR Policies: Design, propose and implement HR policies, SOPs (staffing, recruitment, compensation and benefits, professional development) & updating HR policies.
· Organization Charts Prepare and up-date the company’s detailed organization charts.
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Edita Food Industries - Egypt {Jun 2010 to Apr 2012}
- HR Section Head

Edita is a leading FMCG company in Egypt & the Middle East. The company holds a leading market share in each of its five segments, a success driven by the company’s reputation for quality and affordability. With four state-of-the-art production facilities encompassing 27 production lines, as well as a nationwide distribution network, Edita is well able to meet the constant demand for its products. Its customer base includes more than 67,000 wholesale and retail customers, with exports to more than 16 markets in the region.
· Payroll: Prepare the monthly Payroll changes and implement the payroll on the HRMS. ( Preparation of Payroll statement Earning & deductions, Tax calculations, Social insurance calculations)

· Personnel: Establishing and maintaining a complete filing system for all employees.( Hiring documents, social insurance form 1 & 6, Medical & life, insurance, Annual leave)
· Recruitment:  Handling all recruiting functions through internal or external sources (Screening and short listing CVs, filtering, interviewing, grading & recording candidates, preparing offer letters, following up candidates…)
· Participate in interviewing all junior & senior levels with assessment and recommending candidates to concerned managers.

· Developing Recruitment & Hiring policy & tests.

· Measuring the employee’s turnover rates & manpower supplying in comparison with planned budget. 

· Developing & updating the Job Descriptions.

· Creating database system for recording all CVs in grading basis.

· Training: Coordinate internal & external all training courses.
· Coordinating the activities before, during & after Training programs

· PMS: Lead the employees’ performance appraisal process for each many business areas during the mid year & last year, follow up the performance appraisal results from all departments.
· Collecting, summarizing & analyzing the results.

· Reporting the final evaluation sheet with recommendations to concerned divisions.
· Preparing Orientation program for new Employees.
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LAFARGE Ready Mix & Aggregates - Egypt  {Aug 2008 to Jun 2010}
- Senior HR Specialist
A world leader in building materials, Lafarge, a member of LafargeHolcim Group, employs 63,000 people in 61 countries, and posted sales of €12.8 billion in 2014. As a top-ranking player in its Cement, Aggregates and Concrete businesses, it contributes to the construction of cities around the world, through its innovative solutions providing them with more housing and making them more compact, more durable, more beautiful, and better connected. 

· Payroll: Prepare the monthly Payroll changes and implement the payroll on the Oracle ERP. ( Preparation of Payroll statement Earning & deductions, Tax calculations, Social insurance calculations)
· Personnel: Establishing and maintaining a complete filing system for all employees.( Hiring documents, social insurance form 1 & 6, Medical & life, insurance, Annual leave)
· Recruitment:  Coordinate the Recruitment activities; Screen potential candidates, Conduct initial interviews and provide recommendations. Lead the new joiner’s Orientation and Conduct exit interviews.

· Analyzing requests for hiring from the line managers.

· Possession Profile kit "PPK's" Prepare job description for all existing jobs and determine job specifications.

· Organization Charts Prepare and up-date the company’s detailed organization charts.

· HR Business Plan Participate in the preparation of headcount budgets & follow up on it as well as conducting manpower planning audit reports. 
· Analyze the annual Salary survey results and participate in preparing the company’s’ own salary scale.  

· Manpower Planning: Prepare & follow up of headcount budgets and conduct manpower planning.   
· HR Policies: Participate in creating & updating HR policies.
· Performance Management: Lead the employees’ performance appraisal process.
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"MetLife ALICO” - Egypt. {Apr 2007 to Jul 2008}
- HR Specialist
MetLife, Life Insurance Company was incorporated in Egypt in 1997. It is the first life insurance company to enter the Egyptian market with a major shareholding of an international life insurance company. Over the past years, MetLife’s accomplishments in Egypt have proved its capabilities in offering and distributing insurance plans & services for life insurance, accident and health insurance, retirement planning, and wealth management solutions to more than 650 thousand customers.
· Payroll: Prepare the monthly Payroll changes and implement the payroll on the HRMS.
· Personnel:  responsible for employees files (Hiring documents, social insurance form 1 & 6, Medical & life, insurance, Annual leave)
· Keeps a record for leaves, follow up Time attendance & Punctuality and generates the necessary analysis reports 
· Preparing Orientation program for new Employees.
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Heineken - Al Ahram beverages - Egypt {Oct 2005 to Mar 2007}
Payroll Accountant
Al Ahram Beverages is a member of the International HEINEKEN Group.
· Prepare the monthly Payroll changes and implement the payroll on the Oracle ERP. (Preparation of Payroll statement Earning & deductions, Tax calculations, Social insurance calculations).

EVA Pharma - Egypt {Oct 2003 to Oct 2005}
Accountant
Established in 1997, Eva Pharma is one of Egypt’s leading pharmaceutical companies, built on the heritage of Les Laboratories Delta, Egypt’s second oldest pharmaceutical company.
Training: 

· Oracle Human Resources Super User

Skills:
· Computer :

- Microsoft office. ICDL International Computer Driving License.
- ERP Oracle implementation. 
- HRMS.
·  Language:

· English, Arabic.
Personal Data:
· Date of Birth :       9 July 1981 .

· Nationality :          Egyptian .

· Marital status :     Married .
· Driving License:     GCC Driving License.
References furnished upon request
