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	NAME : HELMY 

	 

	E- MAIL : HELMY.380404@2FREEMIAL.COM 

	NATIONALITY : EGYPTIAN

	AGE: 31

	MARITAL STATUS: MARRIED


 
	QUALIFICATIONS


BACHELOR OF TOURISM & HOTELS: GRADUATED FROM FAYOUM UNIVERSITY, FACULTY OF TOURISM & HOTELS, WITH EXCELLENT DEGREE (2008).
 
	 TRAINING COURCES


 
 1-INTENSIVE COURSE IN ENGLISH CONVERSATION 
[bookmark: _GoBack] PLACE: FAYYOUM UNIVERSITY                    DATE: MARCH, 2007
2-PUBLIC RELATIONS COURSE
 PLACE: CAIRO                DATE: JUL, 2010
 
3-BASIC COMPUTER COURSE
 PLACE: CAIRO               DATE: MAY, 2007
 
	EXPERIENCES


· AM WORKING A HR COORDINATOR AT A BUSINESSMEN SERVICES CENTER, I CAME TO UAE SINCE 2012 AND WORK AS A HR COORDINATOR & P R O TO LABOR OFFICE AND OTHER GOVERNMENTAL AND PRIVATE SECTORS, ALSO HAVE THE EXPERIENCE AT TYPING SYSTEMS LIKE “ EDNRD,EID, MEDICAL, VISION E FORM, MOL,EJARI”. THIS JOB HAS GIVEN ME A VERY IMPORTANT EXPERIENCE WHICH MADE ME AT AWARENESS WITH THE LAWS OF UAE AND ALSO HOW TO OPEN COMPANY IN ADDITION TO SOME EXPERIENCES I GAINED AS A HUMAN RESOURCES COORDINATOR.

· WORK IN A BIG FAMOUS HOTEL IN CAIRO “GRAND HYATT CAIRO" AS A WAITER FOR ONE YEAR.
THIS POSITION AFTER GRADUATION TEACH ME HOW TO BE IN CHARGE OF CORPORATE HOSPITALITY& DELIVERING THE HIGHEST STANDARDS OF SERVICE CONSISTENTLY, ALSO RESPONSIBLE  FOR BEING APPOINT OF CONTACT FOR GUESTS SHOULD HAVE ANY QUERIES.
 
· WORK IN A VERY FAMOUS AMERICAN CHAINS OF RESTAURANT IN KSA" OUT BACK STEAK HOUSE" FOR 18 MONTHS AS A SUPERVISOR, THIS POSITION GAVE ME HIGH EXPERIENCE IN HOSPITALITY FIELD, LIKE HOW TO SOLVE THE GUEST'S PROBLEMS , HOW TO PROVIDE SATISFACTION  AND QUALITY AT THE SAME TIME AND HOW TO MAKE THE GUEST FEELS THAT HE IS IN HIS HOME. 

· WORK IN A THREE STARS HOTEL AT KSA AS A SUPERVISOR IN BANQUETS DEPARTMENT FOR APPROXIMATELY ONE YEAR, ALSO GAINED A NEW EXPERIENCE HOW TO DO YOUR JOB 
 PROFESSIONALLY UNDER PRESSURE PROVIDING A GOOD SERVICE AT THE SAME TIME.
 
· WORK IN THE GOVERNMENTAL SECTOR SINCE 2012 TILL THE PRESENT.
I WORK AT THE MINISTRY OF LOCAL DEVELOPMENT IN EGYPT AS A PUBLIC RELATIONS SPECIALIST, THIS POSITION GAVE ME EXPERIENCE HOW TO DEAL WITH DIFFERENT LEVELS OF PEOPLE AND MANAGE THE PROBLEMS AND FIND THE SUITABLE SOLUTION. THEN I RESERVED THE JOB AND I CAME TO UAE.
 
	 PERSONAL SKILLS 	 


	 
 HOSPITALITY IS NUMBER ONE AT ANY POSITION SHOULD BE PROVIDED AT EFFICIENT EMPLOYEE.
 ACCORDING TO MY STUDY AND THE PREVIOUS POSITIONS I GAINED SOME PERSONAL SKILLS LIKE: 
 
	· WILLING TO SERVE OTHERS 
	· CLEAN AND NEAT 

	· POLITE AND FRIENDLY 
	· TEAM PLAYERS 

	· ABLE TO THRIVE UNDER PRESSURE
	· HEALTHY AND FIT

	· MANAGE A TEAM
	· WILLING TO BE FLEXIBLE AT WORK IF IT REQUIRES

	· RECRUIT AND TRAIN STAFF
	· DEMONSTRATE COMMERCIAL SENSE WITH PROMOTIONS AND MARKETING CAMPAIGNS

	· WELL PRESENTED
	· MANAGE AND REPORT BUDGETS AND FIGURES

	· RESPONSIBLE, RELIABLE AND HONEST
	· CONFIDENT COMMUNICATOR

	· PUNCTUAL
	· FAST LEARNER


 
HR SKILLS 
	· HR DEPARTMENT STARTUP
· EMPLOYMENT LAW
· MEDIATION& ADVOCACY
· HR POLICIES & PROCEDURES
· PERFORMANCE MANAGEMENT
· EMPLOYEE RETENTION PROCESS
· ORIENTATION AND INDUCTION
	· STAFF RECRUITMENT& RETENTION
· EMPLOYEE RELATIONS
· ALTERNATIVE DISPUTE RESOLUTION (ADR)
· BENEFITS ADMINISTRATION
· HR PROGRAM/PROJECT MANAGEMENT
· HR ADMINISTRATION & OPERATIONS
· TEAM BUILDING/ MORALE BUILDING FOR EMPLOYEES

	· ORIENTATION& ON-BOARDING
· TRAINING& DEVELOPMENT
· PERFORMANCE MANAGEMENT
· ORGANIZATIONAL DEVELOPMENT
· HR POLICIES AND PROCEDURES
· EMPLOYEE ENGAGEMENT ACTIVITIES




	 LANGUAGES & COMPUTER SKILLS


 
- LANGUAGE IS THE LINK BETWEEN DIFFERENT CULTURES, IF YOU SPEAK THE LANGUAGE FLUENTLY YOU CAN UNDERSTAND HOW SATISFY THE GUEST'S WISHES.
 
ARABIC: - IS THE MOTHER TONGUE 
 FLUENT SPEAKING, LISTENING AND WRITING
 
ENGLISH: - SPEAK ENGLISH VERY WELL, VERY GOOD LISTENING AND WRITING.
 
OTHER LANGUAGES: - I HAVE A GOOD IDEA ABOUT OTHER LANGUAGES LIKE, FRENCH, GERMAN AND URDU.




	COMPUTER SKILLS


 
 MICROSOFT WORKS, WORD, NOTEPAD, EXCEL, POWER POINT, NETS CAPE NAVIGATOR, INTERNET EXPLORER, NETWORK DATABASE AND ACCESS.
	 	 	 
	 



	OTHER SKILLS 


·  VERY GOOD COMMUNICATION SKILLS AND ABILITY TO DEAL WITH DIFFERENT LEVELS OF PEOPLE.
· REPRESENTATIVE CHARACTER.
· ABILITY TO ORGANIZE, PLAN AND IMPLEMENT DIFFERENT GROUP’S ACTIVITIES.
· -IN-DEPTH KNOWLEDGE OF THE HOTEL HOSPITALITY, LEISURE AND SERVICE SECTOR.
· ABLE TO TACTFULLY RESOLVING GUEST DISPUTES. 	 	 
· DEALING CALMLY AND PROFESSIONALLY WITH CHALLENGING SITUATIONS. 
· ABLE TO IDENTIFY, UNDERSTAND AND GIVE PRIORITY TO URGENT ISSUES. 
· WORKING LONG HOURS UNDER PRESSURE AND TO TIGHT DEADLINES.
· EXTENSIVE CUSTOMER FACING EXPERIENCE.
· STRONG INFLUENCING& COMMUNICATION SKILLS.
· QUICKLY PICKING UP NEW SKILLS & KNOwledge. 
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