Ghida Ajjan                        Date of Birth: 21/08/1990   Address: Beirut, Lebanon
                                                                  Mobile: 961- 70/755738     Email: ghida.ajjan@gmail.com

Executive Summary 

A highly dedicated and hard-working individual, I aspire for a thriving career in the private sector. Though my recent experience has mainly been in the non-profit sector, I had launched my career in the for-profit sector in the field of procurement. My managerial experience cross-cuts across sectors and is definitely an added value in my transition. I am currently pursuing the Prince2 Foundation exam after which I am planning to pursue the PMP certification.

PROFESSIONAL EXPERIENCE 

Jafra for Relief & Youth Development  https://jafrafoundation.org                                                                 

Jafra is one of the largest foundations working within Palestinian refugee camps and gatherings inside Syria, head quartered in Lebanon. Jafra programs in four countries (Syria, Greece, Sweden, Lebanon) and across ten thematic program sectors. 

Deputy Executive Director - Programs                            1 May 2018 – present (Beirut, LB)
Lead the organization’s program strategy and implementation across existing areas of operation and expansion to Lebanon. Increase the organization’s eligibility to apply for large-scale funding opportunities via the development of policies. 
· Develop policies, manuals and Standard Operating Procedures (SOPs): Program Manual, Program Strategy, MEAL (Monitoring, Evaluation, Accountability, Learning) Policy, Cash Transfer Program SOPs, Duty of Care policy etc. 
Train program managers and advise country directors on implementation of policies and SOPs
· Expand and cultivate networks and stakeholders to include institutional donors, international NGOs, UN agencies, embassies, ministry foreign offices
· Represent the organization in key external platforms as appropriate (ex. German Federal Foreign Office, Berlin)
· Manage a team of 15 staff: Program / Project Managers, Program Assistant, Field Coordinators, MEAL team
Program Coordinator                                                          1 May 2017 – 30 April 2018 (Beirut, LB / Damascus, SY)
Provided overall strategic leadership in the design, development, planning, budgeting, and implementation of a program portfolio of 10 thematic sectors (Emergency Response, Education, Child Protection, WASH, Food Security & Livelihood, Youth, Shelter and Health, Social Cohesion, Cultural Sustainability). Operated with an annual budget of 4 million dollars via 14 partners (international non-governmental agencies):
· Re-structured and trained the new program team in the headquarters and the field on project related aspects
· Delivered narrative progress reports tailored as appropriate (EC, OFDA, DFID, GFFO, UNICEF, NMFA, SDC, ECHO)
· Conducted field visits to Syria to monitor and advise on project implementation
· Developed concept notes and proposals 
· Established the MEAL department & developed relevant tools: Baseline/Endline, Post Distribution/Service Monitoring, Need Assessment, Beneficiary Feedback Mechanism etc.
· Represented the organization in external meetings and ensured coordination with relevant humanitarian actors 
· Managed a team of ten staff: Program Officers & Assistants, Field Project Managers, MEAL team
International NGO Safety Organization (INSO) https://www.ngosafety.org/                                                        
INSO is a British charity that provides registered NGOs with a range of safety & security analysis and incident tracking services in high risk contexts to support evidence-based humanitarian access decisions. INSO operates in 11 countries, across 3 continents.
Deputy Safety Advisor                                                        16 January 2017 to 30 April 2017 (Beirut, LB)
Advised humanitarian actors on programming initiation, continuation or cessation as relevant to access feasibility and safety of humanitarian workers. Excellent understanding of the whole of Syria context, specifically south and central governorates:
· Trained and supervised field monitors on accurate contextual data collection: identification of incidents, type of weapon, involved actors, type of damage (ex. collateral vs. intended)
· Delivered Situation Analysis Reports, Flash Alerts and incident tracking for contested areas; conducted Road Assessments to advise on safe travel routes
· Co-led monthly Security Briefing Meetings and facilitated inter-agency information sharing and cooperation
· Managed a team of 12 field monitors 
Humanity & Inclusion (HI) – previously known as Handicap International https://hi.org/                                                                                                                       
HI is an International Organization working in situations of poverty, exclusion, conflict and disaster, meeting the needs of people with disabilities and vulnerable populations. HI operates in 56 countries across 4 continents.
Deputy Area Coordinator – Program Support               1 April 2016 to 13 January 2017 (Beirut, LB / Amman, JD / Gaziantep, TK)
Managed the design and implementation of Health, Emergency Response and Risk Education projects in North & Central Syria via Remote Management modality. Operated through 6 Implementing Partners with a yearly budget of 1.5M USD:

· Supported and guided project managers and monitoring & evaluation team for the successful delivery of projects 
· Delivered narrative progress reports to institutional donors: ECHO, SDC, MOFA Lux
· Identified new access opportunities in besieged and Hard to Reach areas, and new implementing partners 

· Represented the organization in External Meetings: working/coordination groups, donor meetings/briefings
· Coordinated with the mission hubs (Lebanon, Turkey & Jordan) to ensure a unified programmatic strategic approach
· Managed a team of eight staff in the absence of the Area Coordinator
Partnership Officer                                                              1 June 2015 to 31 March 2016 (Beirut, LB / Amman, JD)

· Managed 13 implementing partners for Health, Emergency Response and Risk Education projects across Syria
· Designed partnership agreements and partner follow-up tools (program, finance and logistics)
· Identified, vetted and assessed new partners using the Organizational Assessment Tool
· Tracked partners’ performance, achievements and compliance to donor requirements
· Developed the partner Capacity Building plan and delivered administrative, logistics, and program trainings 
Logistics Officer                                                                    16 June 2014 to 31 May 2015 (Beirut, LB)

· Responsible for the procurement, asset and fleet management of Beirut office in compliance with donor regulation
· Successfully managed two shipments of prosthetics from France to Aleppo (Syria) via Lebanon

· Developed the Procurement Plan for each project in link with project teams
· Trained six implementing partners on logistics rules and procedures

· Managed one Logistics Assistant
Achour Holding http://achourholding.com/                                                                                                                       

Achour Holding owns a group of companies operating in construction, real estate, hospitality, education, restaurants and sports.
Cluster Procurement Officer                                             23 September 2013 to 12 June 2014 (Beirut, LB)

· Conducted cost efficient and transparent procurements for 2 restaurants and 3 hotels
· Contributed to the procurement operation of 4 new establishments: 2 restaurants, 1 hotel, 1 gym 
· Decreased costs via creating a unified procurement mechanism across 9 establishments 
· Identified and negotiated with suppliers to ensure optimal offers, prices and quality
Lebanese American University (LAU) http://www.lau.edu.lb/                                                                                                                       

LAU is a leading, nonsectarian, private higher education institution in Lebanon. It operates under a charter from the Board of Regents of the University of the State of New York and is accredited by the New England Association of Schools and Colleges.
Purchasing Assistant                                                           1 July 2010 to 20 September 2013 (Beirut, LB)

· Contributed to the procurement operation of the Medical School establishment

· Prepared local & foreign Purchase Orders, Request to Bid, Tenders & Bid Comparison Tables
· Supported the Director of Procurement office in daily matters and correspondence
· Managed the database for purchase entries and suppliers contact and categorization 
Graduate Assistant                                                              1 September 2011 to 18 August 2013 (Beirut, LB)
· Supported students in the Business Computer Center on using SPSS and Excel for data analysis generation

· Assisted professors in facilitating classes in the center
· Ensured computers and equipment are maintained 
EDUCATION 

Master of Business Administration (GPA 3.8/4) – Lebanese American University – Lebanon – September 2011 to August 2013
Bachelor of Science in Business Management (GPA 3.91/4) – Lebanese American University – Lebanon – September 2008 to June 2011

Certificate: Humanitarian Response to Conflict and Disaster | Harvard X | Distance Learning | 8 June 2018
other qualifications 

Languages: English (written and verbal fluency) / Arabic (Native)
Computer Skills: proficient in Microsoft Office / Basic knowledge of SPSS
Areas of Expertise Skills: Project Cycle Management, Program Management, Context Analysis, Program Strategy, Policy Development, Proposal Development, Grant Management, Remote Management, Partnership Management, Monitoring and Evaluation, Logistics, Procurement, Team Management, Budget Management
