


Hobbies                                                               HR Generalist, Hi Tech Graphics, 6 October City 

. Acting and theatrical directing                      Feb 2015 - june 2021                   

. Reading and learning                                     • Recruiting (White and Blue Collar). 

                                                                             • Prepare the monthly attendance reports and keep updated records and files. 

                                                                             • Vacations Balance. 

                                                                             • Organizing induction program for new employee. 

                                                                             • Appraise employee performance. 

                                                                             • Handling employee compensation and benefit Policy. 

                                                                             • Handling employee Separation or termination policy. 

                                                                             • Handling all personnel affairs cases. 

                                                                             • Solving all kinds of the employees problems (Investigations and labor law  

                                                                               enforcement).      

                                                                             • Supervising the security staff. 

                                                                            • Experience in dealing with social insurance office, labor office, passport and  

                                                                              immigration authority.                 

                                                                            • Social insurance: 

                                                                            a-)Prepare form no. 2 for the social insurance . 

                                                                            b-)Registration of the new workers by making form no.(1) in the social insurance     

                                                                                for every new Employee. 

                                                                            c-)Removing the terminated employees by making form no.(6) for them. 

                                                                           • Medical insurance: 

                                                                            a-)Contracting with a medical services company. 

                                                                            b-)Obtain the medical approvals for each Employee through the year.  

 

 



 

                                                                           Admin, Xerox, Cairo 

                                                                           Dec 2012 - Jan 2015                   

                                                                          • Booking meetings and scheduling events. 

                                                                          • Maintaining internal databases. 

                                                                          • Produce and distribute correspondence memos, letters, faxes and forms. 

                                                                          • Assist in the preparation of regularly scheduled reports. 

                                                                          • Develop and maintain a filing system. 

                                                                          • Generate reports. 

                                                                          • Prepare and monitor invoices. 

                                                                          • Develop administrative staff by providing information, educational  

                                                                             opportunities  and experiential growth opportunities. 

                                                                          • Coordinate office procedures. 

                                                                          • Reply to email, telephone or face to face customer enquiries. 

                                                                          • Resolve administrative problems. 

                                                                          • Coordinate repairs to office equipment. 

                                                                          • Created and maintained company records and used software to review 

                                                                             and monitor data.  

                                                                          Education         

                                                                          Saint Joseph Maronite Languages School        

                                                                          Faculty of law Cairo University 

                                                                          Training 

                                                                          Human resources training at Hi Tech Graphics Company 

                                                   


