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Ahmed 
E-mail: ahmed.373661@2freemail.com                                     Nationality:  Egyptian


Date of Birth: 28th Sept. 1986    & Marital Status: Married     &   Iqama Status: Visit Visa 
	
Introduction & Objectives

	Seeking a challenging position in Management Development and Human Resources career where my theoretical and practical experience can be developed and enhanced in a prestigious organization and in return providing the organization with effective and efficient Human Resources Management Concepts Via Three Elements (Quality & Cost & Deadline) 
Able to use own initiative and work as part of a team. Proven leadership skills, including managing and motivating other staff to achieve company objectives. An effective communicator at all levels within an organization. Good problem solving and analytically skills.
( Strategic Management & Its Role.
(( Job Analysis, Descriptions & Specifications.

( Phases of Preparation of HR Plan

(( Planning HR Recruitment Program.

( Management of employee career path

(( Concept of performance management.

( Motivational incentives for employment

(( Communication skills & dealing others.

( Tools & techniques for assessing employment satisfaction. 

	

	Education & Certificates

	Year

Specialty

Type

Institute Name

2008

Faculty of Arts, English Department

Bachelor Degree

Mansoura University

2009

Human Resources Management (HRMC)
Diploma

Cairo University

2010

Communication Skills Course.
Course

Dale Carnegie association
2011

Business Skills Administrating.
Course

Cairo University

2012

PMP “Project Management Professional “

intensive Course, KSA
Intensive Course (200 Hours)

2016
Management Internal Audit “CIA “

(in progress)
Associate & International

IIA “Institute of Internal Audit “



	
	

	       Language Skills
	Computer Skills

	· Native language: Arabic.

· Excellent of both written and spoken English
	· Proficient in Microsoft Office including MS Outlook.

· Handful knowledge of MS Project.

	Experience: 
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1- July 2015 – September 2017:  Senior Human Resources Officer (Fast Telecom Ltd.)

· Establishing functional HR Dept. along with providing Employees Costs & Values (efficient and effective Recruitment and Maximize Company Nationalization –Saudilization- Percentage). 
· Ensuring values, mission and vision of the organization comply with the laws and customs of Saudi Arabia and communicating the same down the line to all the employees of the organization.
· Strategically supporting the management by designing, developing and implementing processes for recruitment, compensation, performance system, appraisal, and career development and employee welfare and communicating the same to the Heads of Departments.
· Ensuring qualitative, cost effective and timely recruitments as per requirements and their effective transition into the organization.

· Preparing detailed job descriptions and measurable KPIs for all employees.

· Handling full Payroll process along with Full Responsibility of Medical Insurance process.
· Ensure Company Employment Contracts legality and secure effective applying labor law legislations.
· Preparing Vacation & End of Service Compensation and all other employee benefits according to labor law.     
2- August 2012 – June 2015: Senior Human Resources Officer
90
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(HR Tasks, Recruitment Tasks, and Projects tendering) 
A- HR Tasks:
· Manage, plan, and direct Human Resources functions and Personnel activities which include recruitment, training and development of employees, employee relations administration and ensuring the proper communication and implementation of the company's policies.

· Managing tasks related to the personnel for the employees, this includes attendance, circulars, salaries, vacations, performance appraisal, incentives, awards, warning letters... 
· Developing, documenting, and periodically updating HR and administration policies and procedures

· Leading the development and implementation of manpower planning and career path development.

· Administering the formulation of recruitment, testing and selection policies and programs and ensuring the application of equal opportunity principle.

· Ensuring availability and periodic maintenance of job descriptions by coordinating with department managers to know of any changes in the duties and responsibilities for the current positions, and developing job descriptions for the new established positions.

· Set Up & Implement HR policies & procedures & suggest improvements & modifications. 

· Create & update all existed forms to facilitate Org. functions and procedures.

· Create work flow charts for main HR procedures.

· Designed & implemented Saudization Plan
· Develop & implement HR Strategic issues i.e. Salary Scale, Grading Structure, and PM. 

B- Recruiting Operation:

· Build and Implement standardize recruitment policies for hiring cycle A-Z.

· Set up Company Manpower Plan along with meeting all Recruitment Requirements for the company and building candidates pool and expand our candidate's resources for recruitment Unit

· Obtain appropriate human resources whose qualifications and skills match functions of the relevant posts in the Organization

· Choose from a pool of applicants a person or persons most likely to succeed in the job(s), given management goals and legal requirements. 

· Design penetration tactics for client and following them with deterministic time frame and follow the Implementation

· Make Sure that the orders of the company are fulfilled within standard Timeframe – Quality - Cost
· Contact with candidates’ resources through different agencies around the world and ensure the company requirements are valid and done well through good relationship with the agencies.
C- Tendering:
· Attend the meetings for the new Projects and discuss the manpower requests with the sectors head per the Quality and costs.

· Prepare the manpower plan along with related Costs for Projects from A- Z.
· Systemize and implementation of the projects manpower requests from all over countries.

3- August 2010 – July 2012: (Hope Vision for Managerial Consulting.) 
          (Experts in Projects Development and Management Consulting)
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I worked as Management and Business Development Officer where I have participated professionally in a lot of Projects: (Preparing Strategic Plans; organization structure, policies and procedures for different companies as consulting services)
1- Ministry of Social Affairs (MOSA): -وزارة الشئون الاجتماعية 

· Establishing PMO office to manage professionally more than 200 projects.

· (Monitoring and control of all projects) through PMP – SQPMS – QUALITY methodologies)
·  Setting a strategic plan for the projects of the ministry.

· Evaluating prioritizing projects, Selecting & Initiating Projects.

· Establishing and producing the PMP strategic plan where to apply the PMI methodology in the Ministry of Social Affairs

· Developing the Organizational Structure for the Project Management including the job description, job analysis and the way of choosing the employment in the agency of the Projects 
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