[image: image1.png]


                                                                                                                           
c.v
الاسم/ محمود علي عثمان علي 
السن/  50  عاما            الديانة/ مسلم                                                  الوظيفة / 
الحالة الاجتماعية/ متزوج ويعول                                                                   - مــدير موارد بشـرية                                                                
تليفون محمول /   01222779259/ 01227025971/  01112260259                          - مـدير شـئون اداريـة
أيميل : mahmoudali84@ymail.com
الموقف من التجنيد / أدى الخدمة العسكرية
العنوان / القاهرة / حدائق القبة / 28ش الحلفاوي من ش عبد المنعم الديب بالوا يلي الكبير. 

الخبرات / مدة خبرة 25عام في مجال الادارة .
الدورات التدريبية :-

1-  دورة المحاسبة المالية بالجامعة الأمريكية بالقاهرة ومدتها (3 شهور ) 

2-  دورة إدارة الأعمال بجمعية إدارة الأعمال العربية بالقاهرة ومدتها (3شهور)

3-  دورة أخصائي نظم معلومات الحاسب الآلي بمركز إعداد القادة ومدتها (3شهور)

4-  دورة مقدمة البرمجة بمعهد IBM ومدتها ( أسبوعان)

5-  دورة أساسيات الانترنيت بمعهد تكنولوجيا المعلومات ومدتها (أسبوعان)

6-  دورة مراجع داخلي لوثائق ونظم الجودة آيزو9000 بمعهد توكيد الجودة بالإسكندرية ومدتها (شهر)

المؤهلات العلمية والعملية:

1- بكالوريوس التجارة / جامعة الزقازيق عام 1987م

2- دبلوم الدراسات العليا في ادارة الاعمال / كلية التجارة / جامعة عين شمس 1997م 
3- دبلوم الدراسات العليا في التنظيم وطرق العمل / كلية التجارة / جامعة عين شمس 1999م 
بيان الخبرات :

1- الفترة من عام 1987 حتى عام 1995م العمل بوظيفة /رئيس شئون العاملين بشركة منتصر للمقاولات والتعمير ومدتها (8 سنوات)0

2- الفترة من عام 1995م حتى عام 2005م العمل بوظيفة مدير اداري بشركة مينا للاستشارات الهندسية والتعمير ومدتها(10 سنوات) 
3- الفترة من عام 2005م حتى عام 2010م العمل بوظيفة مدير اداري لفندق المنتزة بلازا بالدوحة دولة قطر.
4- الفترة من عام 2010م حتى عام 2011 العمل بوظيفة / مدير اداري لفندق هاوزا بيتش بشارم الشيخ خليج نبق .
5-  الفترة من عام 2011 حتى عام 2013 العمل بوظيفة / مدير الموارد البشرية والادارية لمجموعة الامارات برأس الخيمة 
                                                                                               محاسب / محمود على عثمان
تحريرا في        /     /   2014                                                              التوقيع/ -----------
c.v

Job:  -- 

· HR. Manager

· HR & Administration Manager

Name                      :  Mahmoud Ali Osman Ali 

Age                         :   50  years

Address                  :  Cairo / Kobba Gardens / 28 El Halfway ST, from Abdel Moniem EL Dib ST, / 

                                   EL  Wily EL Keeper .

Tell                         : 0224517985---Mob: 01222779259_01227025971- 01112260259
 E-mail                   :  mahmoudali84@ymail.com
Religion                   :  Moslem.

 Marital status        :  Married.

 Military service     :   Finished service militarism. 

  Qualifications       :
                                  - B.  Of commerce / zagazek university 1987.
                                  - Diploma advanced studies in Business Administration / faculty of commerce /  

                                     Ain shams university 1997.                                 

                                  - Diploma advanced studies in organize field of activity / Ain Shams University 1999

 Computer skills    :   good at using Microsoft excel Microsoft word & net.

 Language              :   good in English.

  Last experience    :
                                  1- Work as HR Assistant with constructing Montaser construction co from: 

                                       1987 to 1995.                    

                                 2- Work as Administration Manager Mina for engineering consultation co from 1995

                                      To 2005.
                                 3-Work  as Administration Manager For Montaza Plaza hotel Doha Qatar From 2005To
                                      2010.     
                                 4-Work as Administration Manager For Hawza Betch  Hotel Charm Elsheek  From 2010 
                                      To 2011
                                  5-  Work as HR & Administration Manager For Emirates Group From 2011 To 2013
                                                                                                                                                                   Sign 

                                                                                                                                                               

                                                                                                                                                               /      / 2014  
Job Description For Administration & H.R Manager

 Summed Up His Duties & Responsibilities In Accomplishing The Following Actions

1-Desing and Preparation of the organizational structure of the company and

    Developed .

2-Job descriptions for all administrative functions, financial and technical company .

3-Plants administrative security and industrial security, security gates, factories, and

    monitoring their implementation.

4-Plans hygiene sectors of the company and monitor their implementation.

5-plans the realization of the movement of vehicles, maintenance and renewal of

    licenses manage traffic and monitor their implementation.

6-Follow up the implementation of training plans for all employees of the company on

    the realization of the fire, fire, civil defense and first aid .

7-Perpatation and design of the periodic plan to ensure and protect the assets and

    property of  the company and monitor its implementation.

8-Analysis of the special problems of work and workers, customers, and the study and

    treatment.

9-Supervision and follow-up activities for the following sections – secretarial /personnel /

    support services / archive general (administrative – financial- technical public relations 

    / social security / health insurance / discipline reports / takedown .

10-Lay the foundations for the internal organization of human resource management

     Such as ( databases, personnel / interviews / the selection and appointment / salary,

     wages, and adjustments, incentives and bonuses and overtime and performance

     reports / and leave /and promotion.

11-Prepare for the regulations and legislation, organization of work  such as the

     regulation of sanctions / list of wages / list of stores / list of incentives and rewards /

     promotions list / a list of employment and follow-up implementation.

12-Maintenance of continuous training of  H.R according to the training needs within

      the company or abroad.

13-Follow-up and supervise the actions of residence and work permits for foreigners,

      and keeping passports.

14-Evaluation and vocational guidance and counseling to the company's employees .

15-Develop a plan of cultural activities for employees ( sports clubs, social and

      cultural seminars / trips entertainment / games and competitions.

16-Adoption of the bills out of the foreign missions of the company's employees.

17-Design and preparation of salary structure.

18-Preparation of budgets, such as ( balancing jobs / wages budget / budget training /

      budget and general administrative expenses, marketing and follow-up

      implementation.

19-Supervison and follow-up work and storage and handling areas and traffic sudden

      it to make sure procedures are met and good inventory safety stock.

20-Supervision and follow-up to the movement of vehicles, maintenance and

      procedures for licensing and renewal.

21-Develop and update the forms and publications, documentary administrative,

      financial and technical used and job evaluation and preparation of job description

      cards in accordance with the systems and procedures for quality assurance.

22-Overseeing the implementation of periodic and annual inventory of assets and

      property, stores, and the company's coffers and continuous monitoring in

      accordance with the instructions of senior management.

23-Submission of proposals on the study of the development plans for the

      maintenance and training and  H.R development and the development of  a   

      management information system and linking it to H.R management system the

      company.

24-Follow-up contracts and maintenance facilities, furniture, tools and office 

     machines company and make sure be implemented in accordance with the terms of 

      the contract.

25-Follow-up to recent developments in laws and legislation, administrative and

      financial commitment in the state and application and implementation once

      issued.

26-Implementation of the resolutions and instructions of the chairman of board and

      assignments entrusted to the department of management H.R  and any other of

      business and expansion of the company's business.
