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Address 1:- Villa 17018, 2th District, Obour City, Cairo 
  Address 2:- 5 Masaken El Awkaf -  Shebin El Kom – El Monofiya        
(+2) 0120-4682392




Khaled.aboghait@gmail.com
Khaled.aboghait@outlook.com
Objectives…

An experienced with 15 year (from 2001 till now) of progressive experience in HR, personnel and Admin fields in Egypt .Team leader and/or member (depends). 

Seeking a challenge position in a reputable organization with career progress potential to practice and utilize my accumulated experience in the fields of consultation & operation.
Education…

· License of Law.  Monofia University
, May 2000, Fair
Experience…


Group Personnel Manager & Deputy HR Manager   
Volks Wagen & Audi Egypt – SEAT Egypt Co.    [image: image2.jpg]an @ §
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Nov. 2010 – Present date 
Group Personnel Manager & Assistant HR Manager

El Sewedy Electro-Meter Group (Sewedy Meters – Ghana Meters- Gas Metro – Poly Technique Bailogy)

From July 2001 Till Oct.2010 

Career Path;
Personnel & Admin Sp.   2 years 

Personnel & Admin Sr.    2 years 

Personnel Supervisor   2 years
 Group Personnel Manager           2 year  

Group Personnel Manager & Assistant HR Manger   from 2009  

Group Personnel Manager& Deputy HR Manager     from Nov.2010
Current Personnel duties & responsibilities:
1.  Lead and manage the personnel team work to achieve the goals and action plans in demand.
2. Responsible for preparing the Human Resources reports that should be represented to the top management. 
3. Assist in planning and developing company‘s policies and procedures .
4. Develop, monitor, and recommend changes where needed to improve cooperative-wide personnel policies and employee recognitions and motivation programs.
5. Responsible for handling all stages of negotiations with the medical care & life insurance companies until signing contracts.
6. Responsible for handling & ending all obstacles and problems with medical care and life insurance companies during the duration of contracts. 
7. Responsible for attendance system & employees‘s data base. 
8. Responsible for the needed data for payroll preparation such as attendance , overtime , absence and other relevant data . 
9. Administer employees’ work attendance and monitor their punctuality and follow-up the payroll process in coordination with the Finance Department; 
10. Responsible for auditing the final payroll sheet and transferring the final wedges to employee’s bank account. 
11.  Administer salary increases, promotions, transfer, payroll processing, and other benefits to ensure correctness, timely processing and compliance with applicable laws & PP and  Responsible for annual salary review process, benefits and incentive packages in order to build competitive salary scale in the market; 

12. Responsible for ensuring the proper and professional implementation of the company rules and regulations , penalty chart as well as labor law procedures . 
13. Follow up preparing of the new hires and terminations paperwork, employment certificate / income certificate / service certificate upon request and follow up and ensure that all issues related to medical insurance are accomplished properly with no delays or errors; 

14. Administer discipline and related dismissal procedures and participates in completion of terminations and exit interviews and prepare various forms, reports, personnel files, statistical reports, survey information like questionnaires and reports of research results; 

15. Ensure that all employees’ data is up-to-date and all HR Processes comply with Labor law and all employees’ files & records are updated and complete; 

16. Coordinate the employee annual leave schedules and leave processing, and update all annual leave issues. 

17. Handling all social insurance affairs, medical care and labor relations office.
18. Providing advice and guidance regarding aspects of human resources activities that may or may not be defined within existing policies and procedures.
Current HR duties & responsibilities:
1. Update and design all company's department's organization structure and charts in line with department heads. Also set the organization communication programs and manage it to ensure effective communication and retention purpose are met; 

2. Assess and evaluate company organization behavior to take the initiatives to design and develop programs for effective and fruitful organization behavior and communication and set and manage the motivation system to ensure effective work operations. 

3. Assists with planning, implementation, and on-going maintenance of Labor Relations, Employee Relations, Equal Employment Opportunity, Diversity, and Compensation Programs.

4. Consults with management and employees on Equal Employment Opportunity issues and charges.

5. Designs and develops HR training programs for management and employees.

6. Create and administer compensation and benefits systems that help to retain the best employees.
Organizational relationships…
· Reports to. HR Director
· Supervises/act as: Personnel Supervisor ,  Payroll  Specialist, Personnel coordinator   , HR Coordinator
· Internal Contacts: GM, all Company line managers and all staff. 

· External Contacts:Medical & life insurance companies ,  Social insurance Authority and Work offices.

Skills…

· Negotiations skills and problem Solving;

· Leadership, team and time management skills;

· Work under solid pressure and meet tight deadlines; 

· Ability to communicate orally with management and Board..;

· Internet Applications (Facebook, Twitter, Yahoo, Gmail….etc.);

· Advanced research skills as required to reach the best practice;

· Good reasoning ability is required to solve a wide range of business problems;

· Excellent computer skills (Internet , Word, Excel, Power Point and many other applications);

Training Courses…
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	Grade
	Duration
	Place
	Course
	No.

	Excellent
	(12) Month
	Knowledge Academy
	Mini MBA In HR
	1

	Excellent
	(12) Month
	Knowledge Academy
	Mini MBA In Management
	2

	Excellent
	(3) Days
	Xceed
	Team Building
	3

	Excellent
	(4) Days
	amcham
	Income Taxes
	4

	Excellent
	(14) Days
	IMC
	Preparing and Implementing HR policies & procedures
	5


Languages…

	Understanding
	Reading & Writing
	Speaking
	Language
	No.

	Excellent
	Excellent
	Excellent
	Arabic
	1

	Good
	Good
	Good
	English
	2


Finally I hope my above statement of experience can get the requested job requirements, Thanks :)
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