                                                                                                     Personal CV


Samir Hamdy Talaat
Personal Information:                                                                                                  

[image: image1.jpg]


Name:  Samir Hamdy Talaat
Address:  75 rageb St., Moharam Bek, Alexandria

Now Address: District 11, 6th of October, Giza
Phone:  (+2) 01069943550
E-mail:  samir_hamdy20@yahoo.com

Samir.hamdy@og.com.eg


Nationality:  Egyptian

Date of birth:  03 / 10 / 1982
Place of Birth:  Alexandria, Egypt.

Objectives:                                                     (11 Years’ Experience) 
I am looking for a new opportunity to enhance my career path and my expertise in HR.

I have 5 years’ experience in all HR functions. On other hand, I have 5 years as a professional trainer, and 4 years as customer service specialist

Achievements:

1. Holder HR Diploma with Grade, and I had been the first of my colleagues.

2. Holder Diamond & Gold Certificate, which is the high level of certificates, which gives to the best & professional internal trainer in my company.  

3. Member of SHRM (Society of Human Resource Management). 

4. I trained many of courses such as:
· Ana Safier, which specified to raise the technicians' soft skills in serving customers 
· Teamwork 
· Learning FM, which adding value to how you can learn yourself by yourself.
· Communication Skills 
· Teamship
· Stress Monster – TYB( Train Your Brain)
· Labor and Social Insurance Law. (based on my expertise by dealing with the labor and insurance offices,  and my education in the diploma)
Education:                                                                                         

· Faculty of commerce Alexandria University – (From 2009 – Till 2010)   
High-graduated Diploma in Business Administration (Human Resources) Degree: -   Excellent 

· Faculty of Commerce Tanta University– (From 1999 – Till 2003)   
BSc. in Accounting - Arabic Department
Experience:

	Company Name : Electrolux Egypt- Olympic Group 
Job Name :
· HR Generalist & Internal Trainer (Al-ABD Plant) 

· HR Specialist & Internal Trainer (Customer service center – Alexandria & Delta)
Date : From 01/2010 till Now (5 Years)
Responsibilities: 
· Personnel : 
· Dealing with the Social Insurance office related to the social insurance procedures such as: insure each employee has been recorded on the Insurance system either hiring or resigned by the official forms, preparing the monthly subscriptions fees, review and correct if needed the difference between the Social Insurance system and HRIS system records, meet the needs of employees from the offices, dealing with the social insurance inspectors and meet them needs according to Social Insurance Law. 

· Dealing with the Labor office related to the Labor Law procedures such as: dealing with the Labor office inspectors and meet them needs according to Labor Law, preparing the biannual subscriptions fees of penalties outcome. 

· Maintain and update the employees’ documents files. 

· Follow-up the yearly vacations plan for each employee, which preparing with the line-managers according to company policy 

· Recording employees transactions on HRIS such as: vacations, review the arrival and departure. 

· Solving the payroll issues if there. 

· Preparing the new hiring documents. 

· Training: 
· Preparing the yearly plan of training based on the TNA and according to the training procedures. 

· Putting the target for the year for the training with the HR manager 

· Execute the training plan by conduct the training courses either internal or external the factory. 

· Trained the employees by myself as a certified and professional soft skills trainer. 

· Organization Excellence : 
· Encourage the employees to participating on the surveys. 

· Insure the company policies and code of conduct is executed. 

· Participating in Performance Appraisal and Rating discussion and record it on HRIS. 

· Conduct the awareness sessions for new procedures and policies. 

· Responsible and maintain the HR board by updating and approved which will publish on it 

· Recruitment: 
· Prepare the recruitment plan for the needed vacant positions. 

· Dealing with the outsource suppliers to hiring needed outsourcing workers. 

· Coordinate with the central recruitment dept. for transfer employees either to another plant or from another plant according to vacant position on the structure 

· Controlling Manpower. 

· Other Duties: 
· Preparing the HR score card with the HR manager. 

· Preparing and responsible about any report needed from the HR department such as: manpower, budget. 



	Company Name : Olympic Group(Customer service center – Alexandria Branch) 
Job Name : Customer Relation Specialist 
Date : From 6/2006 till 12/2009 (4 Years)
Responsibilities: 
· Dealing with the customer to receive and deliver their appliances which will maintain in workshop. 

· Calling them to solve their problem with the company. 

· Follow-up the dates of appliances maintain which according to company procedures. 

· Follow-up with the customers after fixation to measure them satisfactions about our services, and solve any issues. 

· Calling the customer to determine the applicable hours of the technician visit. 

· Answering customer inquiries related to solve problem, the visit date, their appliances if it in our workshop 

· Calling the customer to measure them satisfaction about our services and products. 

· Making marketing researches about us and our competitors. 

· Create databases for customer records and to calculation the cost if the customer needs to replace his appliance with new one. 

· Trained the technical supervisor to using PC programs and databases. 

· Responsible about internal and external KPI’s and preparing the necessary action to solving gabs for the top management. 



	Company Name : E.I.M.C PHARMATICAL (S.A.E) 
Job Name: Accountant and treasury teller. 
Date : From 3/2004 till 12/2005 (2 Years)
Responsibilities: 
· Gathering money from the sales and distributors, which collecting from the pharmacies. 

· Record the cash flow on the system. 

· Dealing with the banks to deposit money on the company accounts. 

· Responsible about the branch expenses. 

· Follow-up the customer accounts and prepares the needed report to solve gabs. 

· Recording the returns notices on the customers’ accounts. 

· Preparing the cash flow statement 

Courses:   

1.  (English Language – Upper Intermediate )

Amid East Egypt

2. TOT (Train the Trainers) 

Olympic Group Training Academy (External Training)

3. TOEIC Preparation Course  

 Amid East Egypt (Nov 13, 2011- Dec 31, 2011)

4. First Aid Course  

Olympic Group Training Academy (Internal Training)

5. Advanced TOT workshop 

 Life Coaching Egypt (Ahmed Aawar) (Mar 11, 2013- Mar 12, 2013)

6. TOT for TYB training technique.

Electrolux Egypt  (Internal Training) (May 22, 2015)

7. Soft Skills Courses (Leading Bold Change, Mastering Yourself, Communicating For Results, Creative thinking and innovation, Leadership, Business Writing, Teamwork, Communications Skills)
Electrolux Egypt  (Internal Training) (May 22, 2015)

Languages:
Arabic: Native Language

English: Very Good English, Spoken and Written
____________________________________________________________


Additional Skills: 

- Internet browsing         
- Communication skills 

- Work under-pressure

- Like challenge

- Like all kind of Education

- Learning Other  

- Presentations Skills
References:
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