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Mobile: Whatsapp +971504753686 / +919979971283
Alaa.377086@2freemail.com 
Education:
· Mini MBA (SWACC North America university) – (HR – Finance – Marketing - Strategic Management - Supply chain – Project Management – Operation Management).
· Bachelor of Mural Arts and Painting – Faculty of Fine arts – Helwan University (July 2007).  
· Graduation project grade: Very good. Supervision Dr.Safeya Elkabani
Work Experience:
· HR Administrator - ( HR Share Service Department) - PepsiCo Egypt - (June 2015 - Present).
· Task owner for telecommunication by Oversee and coordinate telecommunications activities, requests and specifications and report on them ,Receive feedback, identify users’ needs and requirements and mobilize existing technology to meet their criteria, Evaluate systems performance level and improve capabilities as needed.
· Responsible for performing the COSO testing internal audit on quarterly basis for new hires, vacations & termination documentations.
· Responsible for the catering for HO on a quarterly basis & daily basis, contact with the procurement to accelerate the procedures. 
· Follow up with the supplier to get our request on time and finalize the invoices.
· Updating and analysis the consumption before each quarter and saving cost 2015. 
· Responsible for organizing and handling events in and out HO as HRSS breakfast in chips garden ,( Vicki visit 3 days @ JW Marriot and dinner on yacht - Arrange Anne( President of snacks )  visit & dinner - Female project event and many internal events& meetings @ HO, supporting  final football final tournament 2015, Power of one ,HR offsite meeting  , sales offsite meeting and AMENA security team  meeting and power of one for Plants & DCs.
· Managing catering invoices and gas invoices.

· Leading the invoice on Aquila.
· Focal point for printing access and implementing the new smart spending policy.
· Leading for couriers and errand boys for business, personal and car care requests, tracking their gas consuming and attendance. 

· Creating HRSS surveys, follow up and consolidating comments and finalize action plans implementation. 
· Responsible for receiving and tracking the fleet insurance certificates and followup on report progress.
· Focal point for any request for COI forms from FHRs .
· Supporting in 360 feedbacks for HRSS.
· Responsible on updating labor union report and tracking their PRDs results regarding to amendments.

· Support in scheduling HRSS interviews (call the candidates – booking meeting rooms –arrange and send invitation for the interviewers –ensure attend the candidates).
· Creating medical and admin flow charts process on Visio.
· Handling Electricity invoice on a monthly basis for PCE & CFI plants.
· Leading internal audit on catering on a quarterly basis
· Focal point for all printer networking, software and invoices for all PepsiCo locations.

· Monitoring and controlling papercut tracker system access and approvals.

· Leading implementation & executing smart spending policy with quarterly study and analysis.

· Responsible for all Printer machines @ all PepsiCo locations, contract & invoices.
· Coordinating trainings for change management systems.
· Owner for SAP system (creation & receiving) and focal point for communication between finance & control team.
· Responsible for out sourcing attendance @ HO . 

· Leading internal communication for HRSS functions. 
· Responsible for administration petty cash and the settlement on a monthly basis. 

· Strategy & Capability Project Coordinator (HR Share Service Department)– PepsiCo Egypt  – (March 2013 – June 2015).

· Responsible for performing the COSO testing internal audit on quarterly basis for new hires, vacations & termination documentations. 
· HRSS systems Power User- Technical Support. 

· Responding to system users in regards to the problems they face while using the system and finding ways to solve them either through the system power users or through the BIS team within an agreed SLA

· Focal point in communication with BIS team to add users, remove users & change responsibilities from the company system. 

· Following up with the EDM team on the system suggested enhancements and ensure its proper execution. 

· Reviewing the monthly HRSS scorecards and communicate with the supervisors any corrections should be made on their scorecard & doing the needed analysis & Charts. 

· Organizing and coordinating the HRSS monthly meeting. 

· Consolidating all HRSS departments’ action plans and scorecards and following up on the action plans execution for every department. 

· Responsible for updating the HRSS handbook with whatever new or amended in the HR policies or procedures.

· Focal point for HRSS requests for ( printing machines & attendance cards) 

· Focal point in communication with internal audit team. 

· Participate in  design and preparing material training agenda for 

· all HRSS functions . 

· Responsible for couriers and errand boys for business and personal employee's requests. 
· Responsible for receiving and tracking the fleet insurance certificates and follow up on progress 

· Supporting with personnel team for data clean up L5- project.

· Supporting on disabilities survey and consolidating all PCE & CFI different abilities report per each location. 
· Updating employee personnel file and contact with the supplier and saving cost. 
· Creating design insurance stamps for PCE & CFI.  

· Sales & Customer service representative- Vodafone - (MAY 2011 – JAN 2013).

Receiving the customer's questions and problems , determining the cause of the problem , selecting and explaining the best solution to solve the problem , following up to ensure resolution.

· Freelancer organizer art exhibitions (MAR 2010- Present).
· Plastic Artist –Decoration office – (MAY 2008 – JAN 2011).
· Graphic designer - Graphics baby film Production Co-(AUG 2007 – May 2008).
Personal Skills:
· Excellent communication Skills.

· Creative, self-motivated, reliable, hard worker and dynamic.

· Ability to work individually and as a co-operative team member.

· Ability to work with different mentalities.

· Flexible, and adaptable to change.

· Leadership, discipline, collaborator, outgoing and able to manage time effectively.

· Ability to work under pressure and very good at meeting deadlines.

Courses, Computer &Language Skills:
· Competency-Based Interview in PepsiCo.
· Recruitment course in HCC. 
· Communication & Negotiation Skills in Horizon.
· Graphics diploma, Photoshop, Illustrator In Design at Yat
· Arabic Mother tongue

· Excellent command of English language (Spoken, Written& Read).
· Proficient user of Microsoft Office (Word –Power Point- Excel).

· Microsoft Visio 

· Strong typing skills.

Personal Data

· Nationality         :  Egyptian.

· Marital Status   :   Single.





· Place of Birth     :   Oman.
· 
Date of Birth      : 1-11-1985 
