
HISHAM HUSSIEN MAHMOUD  
Mob: +971505049656      

E-mail: hisham.hussien20@yahoo.com 

Address : Sharjah  behind ansar mall building moon tower 2 

 
OBJECTIVE 

 

Dear Sirs/Madams,  

I would like to express my interest in joining your organization 

after hearing about it extensively.   

My objective has been always to expand and to share my 

knowledge with others. My educational background and my skills 

are solid assets to back up my pretensions. The enclosed resume 

will provide you with information concerning my background and 

abilities. In advance, thank you for your time in consideration of 

my qualifications.  

I would like to have a job application in case there is a suitable 

vacant place for me, and I am looking forward to joining your 

services and to put my knowledge and skills to work for your 

organization.  

 

Sincerely,  
Hisham Hussien 

 

EDUCATION 

 

 
2000-2005   CAIRO UNIVERSITY   GIZA, EGYPT 

Faculty of Law.  

Grade: Fair. 
 

SKILLS  

 Personal skills:   

 Good communication skills 

 High self confidence 

 Honesty & business ethics 

 Good listener 

 Passion  and optimistic 

 Ability to handle  the customer objections 

 Financial planning skills 

 Ability to follow up and keep a track of each case 

 

Computer Skills: 

Excellent Knowledge of Windows  

Excellent Knowledge of Word, Excel, Power Point and Access          

Excellent knowledge of Internet 

 

Language Skills: 

Native language Arabic 

Very good command of both written and spoken English 

 



  
TRAINING  

 2014 Photoshop illustrator in design. 

 
 

EXPERIENCE 

 

 

 

 

 

 

 

*Aug, 14 till Dec, 18 working with Spice Kingdom Co. Cairo, Egypt. 

As Human Resource.  

Responsibilities: 
 Answering employee questions. 

 Processing incoming mail. 

 Creating and distributing documents. 

 Providing customer service to organization employees. 

 Maintaining computer system by updating and entering data. 

 maintain and manage patient records 

 Setting appointments and arranging meetings.  

 Maintaining calendars of the Higher Management. 

 Compiling reports and spreadsheets and preparing spreadsheets. 

 Participating in recruitment efforts.  

 Posting job ads and organizing resumes and job applications.  

 Scheduling job interviews and assisting in interview process.  

 Preparing new employee files.  

 Processing payroll, which includes ensuring vacation and sick 

time are tracked in the system. 

 Answering payroll questions. 

 Facilitating resolutions to any payroll errors. 

 Maintaining current HR files and databases. 

 Updating and maintaining employee benefits, employment 

status, and similar records. 

 Maintaining records related to grievances, performance reviews, 

and disciplinary actions. 

 Performing file audits to ensure that all required employee 

documentation is collected and maintained. 

 Performing payroll/benefit-related reconciliations. 

 Performing payroll and benefits audits and recommending any 

correction action. 

 Completing termination paperwork and assisting with exist 

interviews. 

 

 

*Jan, 10 till Jul, 14 working with Al Hamad hospital Giza, Egypt. 

As Human Resource.  

Responsibilities: 
 Answering employee questions. 

 Processing incoming mail. 

 Creating and distributing documents. 

 Providing customer service to organization employees. 

 Maintaining computer system by updating and entering data. 

 maintain and manage patient records 

 Setting appointments and arranging meetings.  

 Maintaining calendars of the Higher Management. 

 Compiling reports and spreadsheets and preparing spreadsheets. 



 Participating in recruitment efforts.  

 Posting job ads and organizing resumes and job applications.  

 Scheduling job interviews and assisting in interview process.  

 Preparing new employee files.  

 Processing payroll, which includes ensuring vacation and sick 

time are tracked in the system. 

 Answering payroll questions. 

 Facilitating resolutions to any payroll errors. 

 Maintaining current HR files and databases. 

 Updating and maintaining employee benefits, employment 

status, and similar records. 

 Maintaining records related to grievances, performance reviews, 

and disciplinary actions. 

 Performing file audits to ensure that all required employee 

documentation is collected and maintained. 

 Performing payroll/benefit-related reconciliations. 

 Performing payroll and benefits audits and recommending any 

correction action. 

 Completing termination paperwork and assisting with exist 

interviews. 

 

 

 

* July, 08 till Dec, 10 working with Beverly Hills international 

language school Cairo, Egypt. 

 As receptionist. 

 

* Jan, 06 till May, 08 working with Spice Kingdom Co. Cairo, Egypt. 

 As Human Resource assist. 

 

 
  
INTERESTS 

 Reading, Driving cars and Traveling 

 
 

PERSONAL INFORMATION 

 Date of Birth:       08 / 06 / 1983 

Marital Status:     Married 

Nationality:         Egyptian                                             
 


