
 
Lina Muhammad El-Sayed Saleh       
1 Ali Hassan, Ahmed Esmat, Gesr El-Suez, Cairo, Egypt 
 

Objective 
Seeking a challenging role as Talent Acquisition manager in an ambitious organization to be 
restructured and reestablishing the firm. 
 

Education & Certification 
- Certificate of Ground work of Translation from The American University in Cairo (AUC), 2008. 
- Bachelor of English Literature, Helwan University, 2007. 
- High School, General Secondary Certificate from Gamal Abed El-Naser language school, Cairo, 2001. 
 

Experiences 
Cougar Group, Human Resources Manager  
From March-2017 - Present 

 Reporting to CEO. 

 Company size Less than 100 employees. 
- Responsible for the overall coordination and evaluation of the human resource functions. 
- Measure employee satisfaction and identify areas that require improvement, Implement Reward Program. 
- Coaching managers on performance management processes and KPIs Procedures. 
- Designing and implementing The Human Resources policies and procedures (Recruitment, Training….Etc.) 
- Conducting and Implementing the Annual Manpower Plan (Recruitment, Training and Development….Etc.) 
- Headhunting, Interviewing and assessing the Key Managers for strategic positions. 
- Responsible for Monthly Reports such as Hiring, Gab analysis, Turnover report and discuss the appropriate course 

of actions with the CEO. 
- Coaching and discussing with senior manager to identify the developed Area and Gab Analysis. 
- Investigate with the grievances and implementing disciplinary procedures. 

 
City Glass, Operations Supervisor   
From July-2016 - Feb-2017 

 Reporting to Sales & operation Manager. 
- Managing all aspects of customer orders (order entry, order detailing, purchasing, expediting) 
- Run reports, track, manage, research and resolve open order issues for transactional and basic orders. 
- Follow up ordering, shipping, booking, invoicing, and delivery of each customer PO. 
- Supporting team members with benchmarking or other data analysis tasks, as needed. 
- Managing new incoming orders to ensure they flow appropriately through the system and the steps leading to 

delivery and/or installation. 

Silicon21 for Electronics & Communication, Operations Specialist Cisco Division Management  
From Feb-2015 to July-2016 

 Reporting to Cisco Division Manager. 
- Process Cisco Point of Sale (including rebates claims) & Inventory, Responsible for all rebates claimed. 
- Process Distributor weekly Point of Sale & Booking forecast. 
- Follow up ordering (and shipping), booking, invoicing, delivery of each customer PO. 
- Prepare deal requests for all the orders received that need price support, with the coordination with Cisco PM. 
- Review customer purchase orders and their OPFs in terms of prices and all OPF required fields, complete all missing 

required OPF fields, and hand over OPFs to Operations Coordinator. 
- Handling EG’s sales operations. 
- Update System with Issued Credit Memos and Expected Credit Memos. 
 

Raya Contact Center, Workforce Specialist - Workforce Operation Management  
From Mar-2014 to Feb-2015 

 Reporting to Workforce Manager. 
- Gathering performance data and assesses whether or not departments are performing according to production 

schedules. 
- Making reports that evaluate plant capacity and identify areas where improvements can be implemented. 



- Planning the training plan for all the LOBs to cover the expansions and backfill the attrition.  
 

Teleperformance Egypt, Real Time Analyst – Workforce Operation Management 
 From Dec- 2010 to Mar-2014 

 Reporting to Workforce Supervisor. 
- Real Time Monitoring of workforce activities and call center performance with action. 
- Generating and delivering real time adherence/compliance reports to Operations. 
- Comparing call forecasts with actual results to examine variances, proactively. 
- Identifies scheduling gaps and offers solutions to close them. 
- Track, maintain, and document attendance, leaves and absenteeism.  
- Update HR and finance with attendance, absenteeism, and overtime. 
- Control leaves balance and reserve annual leaves. 
- Maintain Operation headcount and headcount related issues. 
- Report absenteeism and attrition figures of Operation to the concerned parties. 

 
Hi-Pack for Packing Materials ”Arma Group”, Customer service and Sales Coordinator  
From Jan-2008 to Dec-2010 

 Reporting to Customer Service Manager. 
- Handling customer inquiries face to face, over the phone, email and Resolve the customer complains. 
- Submit and follow up all the purchasing orders. 
- Checking the production plan on daily bases. 
- Sales analyst weekly and monthly bases. 

 

Training Courses 

- HR diploma, EGYCham-credited by HRCI and Ain Shams Uni, 70 Hours, 2020. 
- Egyptian labor law workshop, HR Leaders, 12 Hours, 2018. 
- HR fundamentals workshop, Career advancers, 24 hours, 2017. 
- Operation Excellence (Operation Management), ITIDA, 35 hours, 2015,  

 Business Simulation and dealing with uncertainty and Statistics Refresher 
 Liner Programing and Optimizing Decision Making. 
 The Power of Data Analytics and big Data. 

- Communication Skills, Teleperformance in-house training, 18 hours, 2010. 

 

Skills 

Computer 

- Excellent command of Microsoft Office main tools (expert Excel). 
- Experienced Oracle user. 
 

Languages 

- English: Fluent. 
- French: Fair. 
 
Personal Traits 

- People Oriented. 
- Optimistic. 
- Strategic thinking. 
- Risk management abilities. 
- Handling skilled. 
- Charismatic. 
- Persuasive. 
 

Personal Details 

- Date of birth:     Dec, 5th 1983 
- Nationality:        Egyptian 
- Marital Status:        single 



 
References are ready upon request… 

 


