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Visit visa 3 months
	Functional Objective : 


To hold a challenging and good position with a leading firm or multinational organization that provides the opportunity for Strategic planning & business enables me to use my Knowledge and Human Resources experience.
	         Work Experience: 


Executive Manager Assistant                                                               1 January 2015 – Till now                                         Al Madaen Misr (Real Estate investment)                                                         Glim, Alex                                                                                                                                                    
HR Specialist                                                                         17 November 2013 – 31 December 2014                                         Nafeza Group.                                                                                               Semouha, Alex                                                                   
Duties and Responsibilities:
· Prepare attendance and leave reports (Finger Print System – ERP System).
· Prepare salaries monthly (Compensations and Benefits).
· Prepare everything related to Social Insurance and Medical Insurance.
· Participation in Performance Evaluation processes.
· Participation in Employee Training processes.
· Participation in Prepare Rewards and Recognitions.

· Participation in Succession Planning.

· Participation in Recruitment processes.
HR Specialist                                                                      1 February 2013 – 15 November 2013
MAB Consulting Bureau.                                                                        Semouha, Alex
Duties and Responsibilities:
· Prepare attendance and leave reports (Finger Print System).

· Prepare salaries monthly (Compensations and Benefits).

· Participation in Employee Training processes.

· Participation in Succession Planning.

· Participation in Recruitment processes.

HR Coordinator                                                                      7 January 2012 – 20 January 2013
AHR Consulting                                                                                        Semouha, Alex
Operation supervisor
Sales

Customer service

call center                                                                             10 August 2007 – 27 November 2011
FedEx Express Egypt.                                                                                Sidi Gabber, Alex
	Education:


· License of Arts, Faculty of Arts, Alexandria University
                                                Alex, Egypt                        
Anthropology Department.                                                                                                             2006-2007  
	Training:


· Human Resources Management Certified Diploma (In progress)                   Alex, Egypt                                                  
Arab Academy for Science, Technology & Maritime Transport.                                      
Diploma includes:

· Organizations Behavior. 

· Recruitment and Selection.

· Compensation and Benefits.

· Training and development Management.

· Performance management.

· Labor law and social insurance.

· The strategic Role of HR Management.
· Human Resources Specialist Certified Diploma                                                 Alex, Egypt                        
EAAK Group for Training and Consulting.                                                                      Feb 2013                                
Diploma includes:

· Organizations Behavior. 

· Recruitment and Selection.

· Compensation and Benefits.

· Talent Management.
· Performance management.

· Labor law and social insurance.
· The strategic Role of HR Management.

· Skills For Business                                                                                                   Alex, Egypt                                                
 Our Knowledge Training center.                                                                                  May 2014                                                                                                                                                                                  
Training contents:

·  Problem Solving. 

·  Time Management.
· Emotional Intelligence.

· Critical Thinking.

· How to prepare to your interview.

· Meeting Management.

· Working online.

· Microsoft Office                                                                                                         Alex, Egypt                                                                 
  American Academy                                                                                               December 2013
Training contents:

· The basic concepts of information technology

· The use of computers and dealing with files

· Microsoft Office (Word – Excel – Power point- Access)
	Skills:


Computer Skills:

· Excellent Knowledge of Microsoft office 2003, 2007 and 2010.

· Very Good Knowledge of  (Outlook – Internet – Network)
Language Skills:

· Arabic : Mother Tongue
· English: Good command of written, spoken and read. 

Interpersonal Skills

· Excellent interpersonal communication skills.

· Enthusiastic, loyal and hard working.

· Ability to work under pressure for a long hours

· Work effectively individually or with a team.
	Habits:  


· Reading in Business Administration and HR Books.

· Learn forensic science.
· Internet Browsing.

· Self-Study.
· Football Play.
	Personal Information: 


· Marital Status:  Married.
· Date of birth:   07th August 1985.
· Nationality:      Egyptian.
· Military Status: Exempted.
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