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 Human Resource Manager



Human Resource Management with efficient knowledge of HR functions, UAE Labor Laws, Recruitment, Training, Employee Welfare, QMS implementation and Office Administration. Also experienced on professional HR Management Solutions.

Intraflora LLC





Dubai- UAE
A retail based industry/event management company
Human Resource Manager  [October ‘13 – Present]
Reporting to the Managing Director, my duties majorly include HR Operations, Recruitment, Payroll, Employee Relations Management & Visa processing.

HR Administration & Management

· Manages and resolves complex employee relations issues with guidance from Managing Director, as appropriate. Conducts effective, thorough and objective investigations.
· Developing and monitoring company policies
· Provides day to day performance management guidance to line management (coaching, counseling, career development, disciplinary actions).

· Maintains integrity of HR data through HRIS and employee records in accordance with legal requirements and best practices.

· Manages performance review process on annual basis.

· Managing VISA and Labor Issues, liasing with DMCC, Dubai Immigration Authorities and Ministry of Labor for Labor Approvals, Visa applications, Lease Agreements and Contracts renewals and EIDA etc.
· Building positive working relationships with all employees and management.
Recruitment & Joining
· Handle and Lead the recruitments. Coordinates, negotiates and liaises with employment and advertising agents on service fee, advertisement , recruitment and interview schedules.

· A complete evaluation of the job responsibilites of a vacant positions, Head-hunting from various Human Resource websites such as, Dubizzle, Linked-in, Naukrigulf and many more. Shortlisting the elligible candidates
· Co-ordinating with applicants and undertaking the interviews, liasing with Department Heads for higher evaluation of candidates. Arranges interviews for management levels. 

· Prepares Letter of Offer to selected candidates and Letter of Rejection to unsuccessful candidates

· Develops contract/employment terms for new hires, promotions, transfers and contracted resources.

· Preparing the joining programme including the company welcome package, planning the induction of new-joinees. Visa process initiation
Training 

· Conducts orientation program to new employees 

· Coordinates and liaises with external Consultants on employees’ training needs and arranges training schedules for employees.

· Evaluates the effectiveness of the respective training programs by obtaining feedback from employees 
Welfare

· Attends to employees’ grievances and complaints; provides guidance if necessary 

· Provides feedback to the management to enhance a better and cordial working environment. 

· Organizes corporate events such as company’s dinner, corporate trip, family day etc 


SAS Egypt








Cairo- Egypt

Fashion industry






Executive Office Manager to Chairman [August ‘12 – September‘13 ]
Reporting to the CEO, my duties majorly include Office Management, Recruitment
Office Management

· Perform a variety of administrative and/or secretarial support activities to CEO such as composing replies to correspondence on own initiative, interpreting and explaining established policy and procedure in response to inquiries from a variety of sources

· Manage the Chairman’s Office Activities, meetings schedules, following up reports
· Process all e-mails and respond to most as a proxy to the Chairman
· Organise and monitor regular interdepartmental meetings on behalf of the Chairman.  Set the agenda; ensure attendance and follow-up on actions required
· Attend reviews and meetings along with the Chairman, take notes, publish minutes and follow through on most action items on own

· Assign work to office staff and monitor its production

· Arrange all preparation of minutes, notices, manuals, agendas, decrees and correspondence with all supporting documentation.

· Compile monthly sales reports

· Coordinate company displays at exhibitions

· General administrative and marketing duties including sending e-marketing campaigns and coordinating the distribution of large mail outs

· Handle petty cash

· Hotels and air tickets booking
· Organize and arrange Work Shops, fashion shows and events
Recruitment & Joining

· Handle and Lead the recruitments. Coordinates, negotiates and liaises with employment and advertising agents on service fee, advertisement , recruitment and interview schedules.

· Co-ordinating with applicants and undertaking the interviews, liasing with Department Heads for higher evaluation of candidates. Arranges interviews for management levels. 

· Prepares Letter of Offer to selected candidates and Letter of Rejection to unsuccessful candidates


Delta Financial Investments




Cairo, Egypt
Financial Solutions
Executive Office Manager to Chairman
 CUM Human Resources Coordinator

[January‘11 – June‘12]
Reporting to the CEO, my duties majorly include Office Management
· Manage the Chairman’s Office Activities, meetings schedules, following up reports, arranging board members meetings 

· Process all e-mails and respond to most as a proxy to the Chairman

· Liaise with external parties such as consultants, legal firms, banks and business partners as required

· Arrange for Hotels and air tickets booking

· Perform day-to-day administrative tasks such as maintaining information files, processing paperwork and answer to routine work

· Advise management personnel and employees on the interpretation of company human resource polices, programs and procedures and monitor compliance

· Provide advice to supervisors and managers on methods and approaches to resolve employee work problems

· Assist and coordinate formal complaints and internal investigations with HR Manager

· Manage the recruitment selection process, write job ads, cull applicants, interview candidates

· Conduct new employee orientation and employee out processing

· Perform administration of all HR applicable paperwork


Link Aero Trading Agency





Cairo, Egypt
Ground Handling Services
Personal Assistant to CEO
[August 02 – November‘10]
· Perform day-to-day administrative tasks such as maintaining information files, processing paperwork and answer to routine work
· Manage the CEO Office Activities, following up airlines reports such as inquiries, complaints and thank you letters

· Manage accounts receivable/payable and reconcile accounts

· Coordinate with all Airlines representatives for information and actions required 

· Coordinate with Civil Aviation, Management and Airports Authorities to follow the workflow

· Send ground handling services offers to Airlines around the world

· Process all e-mails and respond to most as a proxy to the Chairman

· Attend reviews and meetings along with the Chairman, take notes and publish minutes 

· Arrange all internal and external hotels and air tickets booking 

· Follow up all Administration Affairs

· Assign and monitor clerical and secretarial functions

· Handle employees’ requests and complaints 

· Oversee team performance, selection, training and development

· Prepare job announcements, screening CVs and conducting competency based interviews

· Follow-up on all annual staff performance and evaluation

· Assist Management in yearly evaluation of staff






ABN AMRO BANK N.V.





Cairo, Egypt
Risk Advisory Services (Banking) 



Executive Assistant [March ‘07 – May‘10]
· Supervise a team of two Administration clerks and an Administrative Assistant and one driver

· Translate written documents from English to Arabic and vice versa (in Banking, Human Resources, & IT fields in specific)

· Arrange for special events in and outdoors

· Organize meetings for senior managers

· Control the office's petty cash and preparing the relevant regular reports

· Prepare meetings agendas and taking minutes

· Prepare confidential correspondences and reports related to the Delegation of the European Union to Egypt

· Arrange detailed travel plans (Air tickets and Hotel arrangements)

· Communicate between the banks in the administrative issues

· Responsible for all office management tasks

· Prepare presentations for management meetings

· Manage the daily calendar of line managers and coordinates scheduled appointments

· Organize and arranging Work Shops
· Perform day-to-day administrative tasks such as maintaining information files, process paperwork and answer to routine work
· Maintain scheduling and event calendars, greet visitors, callers and handle their inquiries


Sharp Corporation






Cairo, Egypt

Electronics & Home Appliances 

Customer Service Representative [June ‘96 – July‘02]
· Responsible for reporting all claims received from clients to the General Manager

· Handle high value customers’ calls

· Build a long-term relationship with the customers

· Deal quickly and efficiently with customers’ enquiries or complaints by phone

· Expedite customers’ orders, including keeping them informed of delays or early fulfillment occasionally works antisocial hours in order to meet customers’ requirements

· Solve customers’ problems and thus encourage future business

· Develop and implement new systems, procedures or working practices to improve customer service efficiency


Bachelor of Law – 1992-1997 - Ain Shams University, Cairo- Egypt 
Secondary School Leaving Certificate Examination – 1992 - Kalousdian Armenian School

HRM (Human Resources Management) - American University in Cairo

Subjects Studied: 

· Organizational Behavior

· Recruitment & Selection

· Employee Relations and Labor Law 

· Compensation and Benefits

· Human Resources Package - American Chamber of Commerce

Subjects Studied: 

· Motivation

· Negotiating

· Interview Skills

· Time Management Fundamentals

· Effective Business Communication

· Fundamental of Business Management

· Project Management - Banque Misr sponsored by ABN AMRO BANK 

· Basic Management Skills - American Chamber of Commerce 


Curriculum Vitae
  

· Date of Birth



:

September 21, 1973
· Nationality



:

Egyptian
· Gender




:

Female

· Marital Status



:

Married
· Visa Status



:

Employment visa
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Performance driven HR /Administrative professional with extensice experience for almost 5 years in HR functions, Recruitment, Office Administration and QMS implementation. I am focused and determined to learn, develop and prove my true potential, join an organization which recognizes my efforts and work. Looking forward to join a progressive establishment which can provide a strong and defined career path. jjjj
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