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Full name: Abdalla Aly el Sayed
Date of birth: 26/10/1987

Nationality: Egyptian

Marital status: Married

Military status: Exempted

Address: Sedi beshr, Alexandria, Egypt

Contact Info


Mobile: 01092138327
E-mail: ALyabdalla1@gmail.com
Professional Experience


Nov2016 till now_ Personnel & Payroll Manager
At Elshams for contracting & engineering services

Personnel tasks
· Perform orientation and update record for new staff.

· Responsible for employment procedures regarding issuing new contracts.

· Responsible for form 1,2,6 for employees.

· Following up with employee's contracts, renewal, and termination.
· Responsible for changes implementation and compliance with the social insurance employee share and company share.

· Responsible for all types of leaves, annual, sick,maternity and other types.
· Issuing HR letters.

· Responsible for the handicapped employees and ensure compliance with the law.

· Following up with employees' care card and make a connection between the medical company & employees.

· Keeping records of work time and attendance, tracking employees' absences.
· Manage the organization's employee database.
Payroll tasks
· Issuing visa card for employees.
· Collecting time-sheet and payroll data in order to cover the day-to-day attendance activity.

· Calculating salaries, benefits, tax deductions, social insurance deductions, bonuses then preparing pay slips and deliver them to all employees

· Create monthly payroll reports (salary sheets, Bank sheets, Social Insurance Report, and taxation report). 
· Process overtime earnings or holiday deductions.

· Answer employee questions concerning payroll.
Jan 2016 till October 2016 – HR Specialist

At Intermaint

November 2013 till December 2015 – Secretary             At Intermaint  

May 2012 to October 2013 – Cashier

At Carrefour Hyper Market

October 2010 to February 2012 – sales man 
At  Decoration Company

Education


        2006-2010    Bachelor Degree in public law

                              Alexandria University, Egypt.

Training courses


ICDL _ English Language – communication skills.
