Moustafa 
Moustafa.230093@2freemail.com 
	                      Education


· (2013 - 2014)   American University in Cairo (AUC)
                               Acquired the Professional Post Graduate Diploma in 

                        Human Resources Management. 
· (2006 - 2010)   Helwan University, Egypt 
                         Bachelor of commerce and Business Administration. 

                                 Major: Foreign Trade, English Section,
                                 (Grade: Good)         

· (1993 – 2006)  Saint Fatima Language School (SFS)
                          Nasr City, Egypt - High School Degree.
	               Professional Experience


1) Export Development Bank of Egypt (EDBE):
(From May 2011 till March 2015)

· Field: Banking – Human Resources 
· Job Title: Senior Specialist 
· Job Responsibilities: 

In Organization Development:
· Constructing and updating the bank's Organization Charts, Flow of Work.

· Developing new Job Descriptions and KPIs.

· Establishing Succession Planning process with the top management and first liners to identify key critical positions and the prospected successors' pool.
· Developing departmental goals and objectives.

In Training and Development:

· Preparing the Training Needs Analysis on yearly bases, including the in-house and overseas training plans. 
· Reviewing the budget allocation particularities. 
· Conducting full training cycles.
· Handling the 0n-boarding process for local recruits.
· Developing the Training Assessment Process, gather feedbacks, evaluating forms, and conducting the required analysis.
· Handling Summer/Winter Internship Program.

In Recruitment:

· Assisting in yearly man power planning and recruitment process.  

· Conducting regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.
· Handling full recruitment cycles.

· Executing exit formalities and exit interviews.
In Performance Management:

· Ensuring that all employees have completed Goal Setting plan at the start of the year.
· Participating in conducting Performance Management presentations bank-wide to all EBE staff to explain the process efficiently. 
· Verifying the integrity of the Action Plans made and approving them.
· Assisting in the semi-annual performance appraisal process.
In Employee & Public Relations:
· Act as a liaison between the employee inquiries and the top management including responding to HR related requests and queries sent by employees in line with the company's policies and procedures.
· Assisting PR & Marketing department in developing new bank's products and services brochures.

· Organize social and recognition events concerning the bank.
· Handling and processing company ID Cards for current and new joining staff.
· Board Member of the General Services Assembly of Export Development Bank Staff since January, 2014.
2) Beiersdorf  (Nivea):
(From August 2010 till January 2011)

· Field: Supply Chain – Key Account Markets
· Job Title: Key Account Representative.  
3) Just Blink Company:
(From June 2008 till March 2010)
· Field: Marketing and Advertising Agency.
· Job Title: Sales and Marketing Executive. 
4) Market Insight Company:
(From January 2008 till March 2008)

· Field: Market Researches, Member Of (GFK) World Wide.
· Job Title: Researcher-Part Time.
	Courses & Certificates


· The Power of Communication
            EBI, March 2015 - (Certificate Available)
· Interviewing and Selection Techniques

AmCham Egypt, September, 2014 - (Certificate Available)
· ROI Methodology -Workshop
ROI Institute Inc, March 2014 - (Certificate Available)
· Credit Certificate

Egyptian Banking Institute (EBI) – (Certificate Available) 

Completed the 230 hours, year 2012. 
· Council Art of Advertising                                                      

     AUC University – (Certificate Available)
                International Conference on Global Economy 2010. 

· Introduction to Human Resources

      Global Education (Certificate Available)

· Time Management Seminar and Leadership

	Skills


· A) Language Skills
· Arabic: Mother Tongue.

· English: Fluent.

· French: School studies.

· B) Computer Skills
· Working knowledge of MS Office (Word, Excel, Power Point and Visio) and Outlook.

·  Advanced Internet User and internet browsing.

	Personal Data


· Date of Birth       : 25th of November 1989
· Place of Birth      : Cairo, Egypt
· Nationality          : Egyptian
· Military Status    : Exempted
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