
	Cyrine Farhat
Jamous Street, Al Mawla Building · 78834839
cyrinefarhat91@gmail.com 

	My objectives are to build a long-term career in human resources and training and development with opportunities for career growth.


Experience
	
From JUne 2016 to July 2018 (part-time from june 2016 until july 2018)
HUMAN RESOURCE CONSULTANT, SHOUR AND ASSOCIATES
· Checking monthly attendance and generating payroll
· Preparing monthly NSSF
· Advising companies on best human capital management practices
· Helping clients integrate effective HR processes, programs and practices into their daily operations
· Providing leadership programs and workshops to clients, coaching, and management training. 
· Performing internal reviews and audit of current systems and policies
· Performing quality assurance checks
· Delivering surveys to employees
· Conducting investigations and research into reclassification and classification
· Matching job seekers to employers
· Ensuring business practices are in accordance with human resource policies and labor laws
· Helping train managers and HR employees
· Generating job descriptions and offer letters to candidates
· Helping implement applicant tracking systems
· Providing consultation and guidance to senior management and organizational partners in the interpretation of human resource management policies, procedures, programs and application of related government laws and regulations
· Leading HR-related projects
· Providing advice on discipline process, conduct disciplinary review conferences and advise on appropriate outcomes
· Developing employee restructuring plans
· Devising severance packages
· Participating in the design, development and implementation of innovative workforce retention programs
· Providing review and approval of requests for reduction-in-force, reorganizations/realignments


From may 2016 to july 2018
Senior Operations Officer - Residential, Boecker Public health
· Undertaking internal overtime audits and GPS attendance audits
· Undertaking daily Audit calls
· Following up on the standards set in Boecker® Operations Manual
· Undertaking regular meetings with Technical and FQA Units staff
· Presenting daily and monthly reports as assigned by the unit head and technical department
· Undertaking regular meetings with Sales Department to ensure a 2-way communication and feedback
· Undertaking regular meetings with the Unit Manager
· Preparing monthly courtesy calls report
· Sending Technician monthly meeting minutes to the Unit Manager
· Rendering courtesy visits to the clients
· Cross-checking monthly consumption of chemicals against inventory
· Giving monthly English Course trainings to residential technicians
· Planning and implementing recreational monthly events for residential technicians
· Managing two teams of technicians and all operations along Metn and Beirut 3 Area
· Ensuring an updated follow-up on clients’ yearly programs
· Scheduling clients’ daily appointments
· Handling job execution and consumption data entry
· Ensuring minimal pending appointments
· Answering callbacks, solving them, and communicating callback reports to Operations Unit Manager, Operations Manager, Technical Engineering and FQA Units
· Ensuring that clients’ Unique Buying Points are identified and attended for
· Ensuring that clients’ reports and other documentation are up-to-date, delivered and complete
· - Ensuring that concerned staff is well aware of clients’ premises details and specific problems requirements

	January 2016 to March 2016
Migration officer internship danish embassy in beirut
· Taking biometrics for Danish passport holders upon passport renewal
· Issuing approval letters for Syrian refugees applying for family reunion
· Generating and submitting laissez passer to Syrians accepted and are to travel the following day
· Receiving applications submitted by applicants at TLS and checking if all requirements are present
· Performing general administrative duties like sending emails and fax to the General Directorate of the General Security of Lebanon


JUNE 2015 TO APRIL 2016
Customer Service agent, TLS CONTACT SARL
· Checking applicants' passports and eligibility of applying for a visa
· Checking applicants' documents, employment attestations, mayor attentions, commercial circulars, bank statement,
· family statements, syndicate IDs, and legalization
· Date entry and filling in applicant's information into forms that are sent to the embassies
· Taking applicants' biometrics (photo and biometrics)
· Documenting applications for long stay visitors, and Syrian family reunification applicants aiming for residencies in Denmark
· Weekly visits to the Danish, Swiss, French, and Italian Embassies respectively

From SEPTEMBER 2012 TO JUNE 2015
ENGLISH LANGUAGE COORDINATOR, NEW CENTURY SCHOOL
· Preparing materials for lectures and presentations for grades 9 through 12
· Assigning, correcting and grading homework assignments, classroom work and tests
· Issuing quarterly progress reports and semester report cards
· Participating in parent-teacher meetings and communication
· Classroom management
· Developing English lesson plans in line with the National Curriculum
· Maintaining discipline in the classroom
· Creating a vibrant teaching atmosphere
· Advising students on career issues



Education
	2017 to present
mba, LEBANESE UNIVERSITY – FACULTY OF BUSINESS ADMINSTRATION

	2014
ba in business administration and management, LEBANESE UNIVERSITY – FACULTY OF BUSINESS ADMINSTRATION

2015
ba in business administration and management, LEBANESE UNIVERSITY – FACULTY OF BUSINESS ADMINSTRATION




Skills
	Team player
[bookmark: _GoBack]Innovative 
	Interpersonal and communicational skills
Ability to plan and implement in a meticulous manner



Activities
PMI member and marketing volunteer, actively involved in RDFL activities to advocate women’s rights, and a member of DiaLeb Family to spread awareness about diabetes.
3
