
haitham 
Haitham.49700@2freemail.com 
	objective

	
	Seeking a job in the field of HR  or Administration at a reputable company where my backgrounds and my skills can well utilized.  

	education

	
	2000-2004  Cairo University                Giza, Egypt

· Faculties of,  law

· Grade:Fair

	skills

	
	Computer Skills:

· Excellent Knowledge of windows Xp and Word.

· Good knowledge of Access, PowerPoint , Excel and Internet.

Language Skills:

· Native language Arabic

· Good command of both written and spoken English



	Experience

	
	Al Ahram Trading Company ( Cairo –Egypt )

( Sept. 2005 – July 2007 )

Administrator 

· Maintain AND Updating all employees’ records.

· Time keeper.

· Travel arrangement .

· Petty Cash.

· Leaves balance Controller. 

· Responsible for handle monthly payroll.

(June 07-Aug. 07) 
Basic Business Skills Acquisition (BBSA)  Cairo, Egypt

Sponsored by the Future Generation Foundation (FGF)

Training

· Developed Language and Computer Skills

· Enhanced Presentation & Project Development Skills

· Acquired Basic Business Skills including: Marketing, Sales, Banking, Accounting, Business Correspondence and Report Writing

· Dale Carnegie  Seminar in Effective commuciations and Human Relations.

· Human Resources Management Certificate :

· Organization Structure Design.

· Job Analysis Methods.

· Phases of Preparation of HR Plan.

· Planning HR Recruitment Program.

· Steps For Hiring.

· Techniques For Specifying Training Needs.

· Tools &Techniques For Developing Employee Performance.

· Introduction To OSHA.
· Well Versed Of Egyptian Labor Law. 

· “From CAME  Company.”

	
	

	Interests

	
	football, Using Computer, reading and traveling



	Personal Information

	
	Date of Birth        :      17/10/1982

Marital Status       :      Single

Military Status      :      Postponed . 

Visa Status            :     Visit.
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