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	Objectives
Profile
	Seeking a suitable position in Training Department, HR Department in a challenging and progressive environment, could utilize my professional Management expertise, extensive business experience.

· Excellent communication skills

· Have the ability to relate to staff at all levels

· Have the ability to encourage and motivate people

· Organizational skills and the ability to plan ahead and manage your time

· Presentation skills

· Effective negotiating skills

· The ability to write reports, keep records, and work within budgets

· Computer skills.

	Personal Information
	Nationality: Egyptian

 D.O.B: 01/06/1983
Marital Status: Married
Religion: Muslim
 

	Education
	High Diploma / Bachelor of Business Administration, Faculty Of Girls, Cairo, Egypt
Mini MBA in Training & Development


	Experiences
	· From March 2011 - Present. 
Quality Management Constancy: United Arab Of Emirates. 

As a Training Department Manager & Trainer
Responsibilities:-
· Train the trainees ( Customer services – Office Management )

· Supervising and managing the consultations and training with government authorities and private companies.

· Developing objectives for the training plans and courses outlines.

· Supervising and managing all departments related with the training.

· Supervising the implementation of the courses within and outside UAE.

· Supervising the processing of training materials.

· Supervising the training proposals.

· Supervising and signature the contracts with government authorities and private companies.

· Supervising the relations with the training managers for government authorities and private companies.

· Supervising the relations with the trainers and consultants.
· Managing a training budget
· Evaluate instructor performance and the effectiveness of training programs, providing recommendations for improvement.
· keeping up to date with developments in training by reading relevant journals, going to meetings and attending relevant courses;
· helping line managers and trainers solve specific training problems, either on a one-to-one basis or in groups
· From August 2007 – February 2011. 
Leaders Training Center: United Arab Of Emirates. 
As an Assistant Training Manager :

Responsibilities :-
· Responsible for training courses marketing.

· Developing objectives for the training plans and courses outlines.

· Supervising the implementation of the courses within and outside UAE.

· Supervising the processing of training materials.

· Supervising the training proposals.

· Supervising the relations with the training managers for government authorities and private companies.

· Supervising the relations with the trainers and consultants.
· From May 2006 - June 2007.
Centra Electronic Industries: Arab Republic Of Egypt.
As a Training Coordinator :-  
Responsibilities :-
· Search training suppliers, signed a contract with the partners at the company.

· Making training program and send to training manager of approval and sent to all departments concerned.

· Directly or authorization for junior training staff to organize and monitor the training.

· Organize the training include: review the list of participants, distribution of materials and training, monitor trainee in training, support trainer in training.

· Make training list for employees to sign, take back training documents.

·  Contact with line managers / supervisors to build up schedule for training materials.

· Manage training materials stipulated by regulations.

· Photo, distribution, management of training materials as regulation of procedures to control documents.

· Backup, check training materials periodically.

· Manage the training records of the company.

· Other work to fulfill training program.

· From September 2004 - April 2006. 

Integrated Media International Advertising: Arab Republic Of Egypt.
As a Officer  - Human Resources Department :-  
Responsibilities :-
· researches and formulates strategies which effectively aid in employee retention

·  Responsible for consulting with managers and supervisors about company policies and procedures, and whenever necessary in helping them. 

·  Providing an appropriate solution to employee problems. 

· Helps employees and their managers in performance and disciplinary matters. 

·  Propose and develop a set of rules that would monitor the discipline and work of workers.

	Courses
	· Mini MBA in T&D 
· Orienting, Training & Development the Employees

· Identifying Training Needs skills

· Customer Relationship Management ( CRM )
· ICDL

	Languages
	Arabic & English

	Computer Skills
	Windows, Internet, Excel, Word, Power Point, Typing English & Arabic and Photoshop.


