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Mohamed Tawfik Abdel Halim
Egypt – Cairo – Heliopolis

Mobile : 00201064859978-00201100702995
E-Mail : mohamedtawfik_77@yahoo.com
Date of Birth: 23 - 06 – 1977

Marital Status: Married



	Education & Knowledge

	: Bachelor Degree in Agriculture 1997 – HIAC Egypt - Project Management & Economic Section  Grade Good
· Business Administration Diploma 2000.

· Train of Professional Trainer Diploma 2003.

· ISO 9001-2008 Lead Auditor 2012.

· Human Resources Management Diploma 2008.

· ISO 22000 (GMP – HACCP) Internal Auditor 2012.

· BRC, British Retail Consortium - Internal Auditor 2012.

· EFQM-European Quality Award Assessor 2015.

· MBA – 2014 
· DBA 2016
· ERP Systems.

Professional User For MS-OFFICE Package 

Professional User For MS-Visio

Good User For MS-Project

Internet : Good Dealer 

English: Fluent Written & spoken.

	Education
Post Graduate
Computer Skills
Languages         

	Other Skills

	



	1.
Business S.W.O.T Analyzing.

2.
Creating Standards & Policies.

3.
Recruitment Procedures.

4.
Social Insurance & Labor Office.
5.
Compensation & Benefits.

6.
Employee Relations & Social Activities.

7.
Annual Vacations (Calculating & Recording).

8.
Medical Care Procedures.

9.
Penalties (Selecting & Recording).

10.
Filling the employees' files according to their positions & departments (creating standard).

11.
Controlling the Head Count & converting it in to a Manning Guide.

12.
How to deal with & control the Manning Guide.

13.
Starters, Leavers & Transfer lists.

14.
General training in Box Files & Documentation Procedures.

15.
Creating Forms & Certificates.

16.
End of service Procedure.

17.
Compensation & Benefits.

18.
Presentation Skills.

19.
Designs, develops, and implements Organization and staff development programs.

	Experience
Oct. 2013 till Now
Misr El Hegaz Group 
 Human Resources & Admin Senior Manager
Responsible for:

a) Lead the implementation of organization changes and restructuring roadmaps to ensure having a capable right sized organization to drive innovation and growth agenda.

b) Build and enhance core capabilities through leading the Site Organization Pillar plan and achieving the High Performance Work Systems in site.

c) Ensure a sustainable leadership pipeline to deliver site growth Ambitions with focus on critical roles and succession planning.

d) Empower a connected engaged supply chain organization across Plants through driving unleashment action plans, leverage Reward and recognition programs and implementing the Great Place to work calendar of events.

e) Ensure Continuous improvement in quality, safety and compliance through making plants an absolute safe place to work while ensuring proactive closure of Audits gaps and action planning.

f) Drive Performance Management Process supporting population.

g) Responsible for people planning and Headcount Management cost.

h) Drive Employee relations agenda in plants; proactive implementation of consultative and communications processes with unions and core teams.

i) Build ER capabilities through implementing a Training calendar addressing core needs of management and unions to ensure successful negotiation and implementation of ER agenda.

July 1St 2006 till September 2013
ICFI Holding for Food & Beverage (FMCG) 

Human Resources & Admin Manager.

Responsible for:

a) Talent Management & Rewards

b) Organization Development.

c) Administration & Security.

d) Recruiting & Training Procedures.
e) Compensation, Benefits & Payroll.

f) Employee Files & Social Insurance & Labor Office.

g) Employee Relation & Social Activities.

h) Staff Medical Insurance.

i) Organization Development
j) Foreigners Work Permissions, Residency & Visas.

k) Follow up the Foreigners Accommodation.

l) Organizing Foreign Visitors tour programs.

m) Public Relation Activities.

n) Fixed Assets Purchasing.

o) The Company cars (License & Movement).
April 1st 2002 till June 1St 2006
MAC Carpet – Oriental Weavers – 10 Branches.

Organization Development Supervisor

Responsible for:

a) Assists in scheduling a variety of meetings and employee events
b) Directs the needs assessment for training and staff development to enhance the effectiveness of employee performance in achieving the goals and objectives of the company. 

c) Identifies/incorporates best practices and lessons learned into program plans. 

d) Provides a broad range of consultative services to all levels of employees regarding policies and procedures. 

e) Facilitates communication among employees and management. May guide managers and employees on problem solving, dispute resolution, regulatory compliance and litigation avoidance.
f) Audits monthly personnel actions prepared by staff.
g) Provides expertise in strategy development and execution, planning and facilitation of employee relations efforts. 

h) Assists with planning, implementation and ongoing maintenance of labor relations, employee relations, equal employment opportunity, diversity and compensation programs.
i) Conducts, along with other HR Specialists, the certified employee orientation

j) Coordinates the activities of other HR specialists

k) Ensures effective and appropriate policies and procedures are followed

a) Evaluates the effectiveness of training sessions and programs

b) Monitors a wide variety of personnel policies and programs

c) Prepares a variety of reports and related documents

November 1st1997 till March. 1St 2002
Asfour Crystal Holding Egypt - 30.000 Employees – 9 Factories.
OD - Human Resources Specialist

Responsible for:
a) Designs and develops HR training programs for management and employees. 

b) Develops learning activities, audio-visual materials, instructor guides and lesson plans. 

c) Reviews evaluations of training courses, objectives and accomplishments. 

d) Makes assessments of effectiveness of training in terms of employee accomplishments and performance. 

e) Trains employees on HR issues and practices. Presents course materials. 

f) Preparing or updating employment records related to hiring, transferring, promoting, and terminating

g) Consults with management on performance, organizational and leadership matters. Conducts needs assessments to determine measures required to enhance employee job performance and overall company performance.
h) Explaining human resources policies, procedures, laws, and standards to new and existing employees

i) Ensuring new hire paperwork is completed and processed

j) Informing job applicants of job duties, responsibilities, benefits, schedules, working conditions, promotion opportunities, etc.

k) Addressing any employment relations issues, such as work complaints and harassment allegations

l) Processing all personnel action forms and ensuring proper approval

m) Overseeing hiring process, which includes coordinating job posts, reviewing resumes, and performing reference checks

WILLING TO BE A PART OF YOUR TEAM

PRESENTED BY: Mohamed Tawfik


