Phone: (602) 01006494152
E-mail: raghda.el.sherbeny@gmail.com
DOB: 17-April-1986
Marital Status: Married              

Experience
Raghda El-Sherbeny
OBJECTIVES







· SPHRI (In-Progress)
· HR certificate (AUC) 
· SAP user
· Leadership training 
· BIKERB.
· BARDA.
· 5 B’S.
· 6 HEATS.
· POLCA style of management.
Qualifications
Conscientious and compassionate human resources professional with drive for helping employers recruit, develop and retain qualified candidates. Skilled at partnering with management teams to build employee-centric cultures promoting positive morale and optimizing productivity. Motivating and positive with excellent interpersonal, coaching and communication skills.
Multi-talented Human Resources Executive successful at streamlining costs and maximizing company profile in job market. Excellent organizational and time management skills coupled with task prioritization.

	HR & Administration Manager (Sep.2023-Feb.2024)   
· Manage issues related to employment, compensation, health and employee relations. 
· Ensure the proper administration of benefits programs such as medical insurance, vacation, sick leave, leave of absence, and other related benefits.
· Responsible for company team building and events implementation – through the HR team
· Ensure Project HR policies are in compliance with Egypt labor laws, and directing my team members.
· Oversee the process of issuing, monitoring and payment for consulting agreements and modifications for consultants, part-time employees and interns; ensure all hiring documents and approvals are complete, and payments are correct and timely.
· Facilitate employment processing by organizing and participating in candidate interviews, selecting and orienting employees.
· Ensure timely implementation of the employee performance management plan by supervisors.
· Prepare the TNA analysis  and arrange for trainings accordingly.
· Administer staff induction and probation in compliance with Organization’s policy.
· Ensure historical human resource records are complete, overseeing the maintenance of existing filing and retrieval system, correctly storing past and current records.
· Responsible for developing field office policies, procedures and templates that conform to both Client and Organization’s policies.
· Participate as needed in the development and implementation of safety and security related activities, tools, templates, reports, such as the emergency tree, security plans, etc.
· Supervise the Administrative Coordinator, Administrative Staff and Drivers.
· Prepare the HR & administrative annual budget.
HR Manager (Sep.2023-Feb.2024)   
	IT-Valley 
















Notion School

	· Developing and implementing HR strategies and initiatives aligned with the overall business strategy Ensuring that all 3 HRS majors are fulfilled: - Talent Management - Payroll - Personnel & Administration 
· Set and achieve an effective long-range HR strategy that addresses the critical HR needs of the organization. 
· Manage the HR team to achieve HR plan and support operational needs 
· Ensure compensation plans are competitive and promote attitudes and behaviors that support the firm’s goals and values 
· Deal with governmental external offices such as labor, social insurance offices and apply the government rules and handle all related staff social insurance & labor work permit procedures. 
· accountable for talent planning, succession planning, assessments and HR processes that drive a high performing team • Work with leaders to define and effectively communicate organizational values to drive a culture of agility, service, care, innovation, professionalism, and performance excellence. 
· Develop HR Short term strategies to identify, map and address competency, knowledge, talent, and performance gaps. 
· Lead the development of, and effectively manage and integrate HR policies and programs including performance reviews, succession planning, career development, performance management, goal setting, and reviews, training and mentoring, employee mental health and wellbeing, employee benefits, employee handbook, etc. 
· Automate HR workflows through the use of technology and manage human resources information systems. 
· Establish benchmarks for organizational effectiveness, employee performance, training and career development, health and benefits, employee relations, and payroll. 
· Launch management mentoring initiatives to support employee growth and development. 
· Strong understanding of employment, tax, and social insurance regulations. 
· Carrying out necessary administrative duties. 
· Perform related duties as assigned, within your scope of practice   
   

	HR Head (Feb.22-Aug.2023)
	Patentes Talgo

	· Responsible for coordination with line managers.
· Creation and implementation of company process and procedures.
· Payroll full cycle
· TNA , training request and training vendors.
· Assists international employees with expatriate assignments and related HR matters.
· Medical and social insurance.
· Travelling and visa process
· Participate at health and safety process.
· Responsible for recruitment process (recruitment request, post, interviews and offer letters)
· Contracts creation.
· HR department budget
· Create policies and procedures.
· Performs other related duties as assigned + monthly reports to Spain HQ







	HR Supervisor (Nov.18-Feb.22)
	Express Intl.

	· Implementing and revising a company’s compensation program
· Creating and revising job descriptions
· Conducting annual salary surveys
· Developing, analyzing and updating the company’s evaluation program
· Developing, revising, and recommending personnel policies and procedures
· Maintaining and revising the company’s handbook on policies and procedures
· Maintaining affirmative action programs
· Overseeing recruitment efforts for all personnel, including writing and placing job ads
· Conducting new employee orientations and employee relations counseling and exit interviews
· Maintaining department records and reports
· Maintaining company directory and other organizational charts
· Developing and administering human resources plans and procedures that relate to company personnel

	HR Lead (May17-Nov.17)
	NTG Clarity Networks

	· Identify training and development opportunities for all types of staff.
· Work with executive leadership to determine hiring needs, address morale problems and set goals.
· Oversee human resources team, including setting policies and mentoring staff.
· Ensure compliance to federal and organizational policies.
· Review employee contracts and work policies and update them as needed.
· Doing the payroll, annual increase, bonus and incentives.
· Supervise personnel, social and medical insurance reporting.


Education



Human Resource Certificate
AUC-2015

Arts-Islamic & Coptic Antiquity
ASU-2008





Language


Arabic – Native
English - Fluent
OBJECTIVES


OBJECTIVES

Conscientious and compassionate human resources professional with drive for helping employers recruit, develop and retain qualified candidates. Skilled at partnering with management teams to build employee-centric cultures promoting positive morale and optimizing productivity. Motivating and positive with excellent interpersonal, coaching and communication skills.
Multi-talented Human Resources Executive successful at streamlining costs and maximizing company profile in job market. Excellent organizational and time management skills coupled with task prioritization.
OBJECTIVES

	HR SR.Specialist 
(Feb.16-Apr.17)
	ARPU+

	· Updating employment records related to hiring, transferring, promoting, and terminating.
· Addressing any employment relations issues, such as work complaints and harassment allegations.
· Processing all personnel action forms, ensuring proper approval and making sure employee social and medical insurance completed
· Overseeing hiring process, which includes coordinating job posts, reviewing resumes, and performing reference checks
· Assisting with completing background investigations, Processing transfers, promotions, and terminations. 
· Conducting training sessions & evaluating the effectiveness of training programs.
· Developing and administering health and safety programs, conducting safety inspections & maintaining accident records
· Preparing the payroll, annual increase, bonus and incentives 
· Preparing for the company team buildings and events
· Communicating with the medical insurance company and applying the refunds on employees’ salaries.
· Coordinating with the ARPU+ offices in the regions to unify the process and company vision and mission. 
· Doing the company salary structure.
· Job description for all the levels
· Handle Company benefits and offer

	HR Specialist (Apr.15–Jan.16)
	RISC Egypt

	· Prepare or maintain employment records related to events such as hiring, termination, leaves, transfers, or promotions, using human resources management system software.
· Interpret and explain human resources policies, procedures, laws, standards, or regulations •Setting the hiring process and handle the related paperwork.
· Inform job applicants of details such as duties and responsibilities, compensation, benefits, schedules, working conditions, or promotion opportunities
· Address employee relations issues, such as harassment allegations, work complaints, or other employee concerns. •Maintain current knowledge of Equal Employment Opportunity (EEO) and affirmative action guidelines and laws •Schedule or conduct new employee orientations.
· Maintain and update human resources documents, such as organizational charts, employee handbooks or directories, or performance evaluation forms
· Confer with management to develop or implement personnel policies or procedures.



OBJECTIVES
OBJECTIVES

Tags & Competencies


OBJECTIVES



#Payroll Coordination
#HR Processes 
#Company Organization 
#Personnel Recruitment
#Workforce Improvement
#Organizational Development
#Team Building
#Benefits and compensation
#Training programs






















	Talent Acquisition (Jul.14-Apr.15)
	ECCO outsourcing

	· Conduct regular feedback per batch to determine the effectiveness of recruiting plan and implementation.
· Discuss the concerns if there is any and apply these modifications regarding to each meeting with clients
· Manage the recruitment process to meet the Clients objectives.
· Prepare the job posts and advertise the job vacancies on respective channels as per the job specification:
· Arrange for the job fairs.
· Receive and screening the applicant resumes and classifies them according to the job requirement.
· Conduct the HR interview with the shortlisted candidates, Staff and white collars.
· Mange and generate pool of candidates.
· Give the feedback to candidates whether accepted or rejected.
· Participate in creating the candidates’ orientation packages
· Align with training team and other support functions

	Advisor (Nov.11-Jul.14)
	Vodafone-UK

	· Resolve customer complaints via phone, email, mail
· Assist with placement of orders, refunds, or exchanges. -Advise on company information.
· Take payment information and other pertinent information such as addresses and phone numbers.
· Ensures and provides quality service to both internal and external customers.
· Works with the organization’s other branch/regional offices to resolve problems, facilitate solutions and enhance customer service offerings. -Provides back-up support to other group members in the performance of job duties as required.

	Team Lead (Apr.09– Jul.11)
	Etisalat misr

	· Manages the day-to-day planning, operation and problem-solving so that a team meets it required level of service or production.
· Monitors calls and coaches’ performance
· Make sure that the team stays on schedule and meets their performance metrics
· Verifies performance through tracking system
· Coaching and feedback to ensure that the defined customer experience is delivered 
· Staying close enough to team members to recognize their shortcomings or weaknesses
· Front-line for people management, and this includes all human resources-related issues,
· communication link between the front-line and management
· Works closely with the team members to resolve customer problems and reports as required on performance.
· Managing floor of 300 employees
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