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	Objective
	I am looking to work in a good reputable company where my skills (interpersonal, administration, management, marketing and accounting) can be utilized. I am highly motivated to gain experience in any job related to my education as well and to be flexible to any new tasks allocated to me.


	Personal information


Education
	Place & date of birth:  Lebanon Aug 30th, 1988
Address1: Lebanon/Beqa’a
Address2: Beirut / Lebanon
Marital Status: Single
Nationality: Palestinian
Beirut Arab University :  Bachelor in business administration (class 2010/2011)
Al Qastal Secondary School:  Lebanese Bacc II, Life science (2006/2007

	Experience
	1) Health Center Clerk
March 2018
· Verifying Patients’ Eligibility for medical services prior to their admission.
· Scheduling appointments for patients and ensuring they are admitted to nursing stations and or medical officer’s room.
· Filing and checking attendence records and leave applications for the health center’s staff.
· Maintaining, updating, and completing Patients’ health records. Arranging and documenting Patients records.
· Recording daily registration and statistical data and compiling them for weekly, monthly, quarterly, biannually, and yearly reports and other special reports. Updating the health database on number of visiting patients as required (per gender, age, clinic, etc.);
· Maintaining reports, correspondences, forms and referrals.

2) Assistant Clerk At UNRWA Clinic Health Center:
Nov 2017- 8th Feb 2018
· Welcoming Patients, explaining the Center’s regulations, maintaining order, and admitting Patients to nursing stations and/or Medical Officer Room.
· Answering telephones and directing calls to relevant persons. Sorting, screening and distributing incoming mails.
· Checking and scheduling patients’ appointments according to their medical records and verifying Patients’ eligibility prior to their admission.
· Assisting the health clerk center in opening new medical reports and filing, preparing and documenting Patients referrals.
· Maintaining Records in e-health system.

	
	
3) Clerical and secretarial support positions at UNRWA Tiberia School:
May 2017-June 2017
· Collecting data and other information related to the activities of the organizational unit examining its correctness as required.
· Preparing, verifying, maintaining and updating records in prescribed formats using Standard computer Applications for use by the respective staff.
· Backing up of records.
· Maintaining the general files (hard and soft copies) such as inventory listings, personnel records of the respective staff and job files.
· Performing MS Office duties using the appropriate computer software.
· Receiving, sorting incoming mail and making photocopies of material required.
· Monitoring short-term requirements for office supplies; preparing orders and keeping track of such requirements for budget preparation.
· Screening visitors and telephone calls for supervisor/s.
· Bringing forwarded matters to the attention of supervisor/s including deadlines and pending matters.
· Attending meetings as requested and summarizing upon instruction of supervisor/s and undertaking results by follow-up action.

4) Data Collector (Daily worker) United Nations For Refugees & Working Agency, Beqaa
April 2015:
· Attended 5 days training Workshop.
· Filling questionnaire which are available as electronic format on tablets.
· Training was provided to train Field Worker on how to fill out the questionnaire.
· Working on ODK (Open Data Kit) software

	
	5) Data Entry (Daily worker) Save The Children , Beqaa, Zahleh
March 2015:
· Preparation and Classification of data
· Data Entry and establishing priorities
· Sorting data and archiving as needed.

	
	6) Data Collector (Daily worker)  United Nations For Refugees & Working Agency, Beqaa
June 2014:
· Collecting data from PRS families (Palestinian Refugees of Syria) through visiting them in their home to be used in surveys.
· Conducting UNRWA vulnerability assessment surveys and household interviews for Palestinian refugees from Syria.

7) Trainee in Auditing and Accounting  Talal Abou Ghazale Organization, Beirut
January 2013 –March 2013
· Testing and enhancing the internal control environment and reporting finding about any deviations.
· Perform test of controls for safeguard the company assets and properties.
· Execute approved audit engagement plan for each audit assignment.
· Execute approved audit engagement plan for each audit assignment.
· Execute audit work programs and ensure that audit procedures are adequately carried out.
· Maintain adequate documentation within the audit working paper supporting audit conclusions.
8) Cashier  Mazen Pharmacy, Beirut
January 2012 –February 2014
· Performing the cashing transactions using computer based system.

9) Financial controller  Children of Al Jaleel Center, Beqaa/Baalbeck
July 2011 –September 2011 and Feb 2014 – Oct 2015
· Completing concept budgeting for various projects for the center.
· Responsible for payroll sheets for the employees and volunteers.
· Responsible for document control, archiving and filing for different activities in the center.
· Responsible for logistics budgeting and estimation for different activities.
· Preparation and coordination of meetings inside and outside the center.


	Interpersonal Skills

	Active  -  Highly motivated  -  Works under pressure  –  Effective Team worker and leader  -  Fast learner  –  Creative  -  Open minded

	Communic-ation skills
	· Passionate about serving the most vulnerable.
· Aptitude for community mobilization and engagement.
· Willing to support others and share workloads.
· Stress management oriented.
· Strong communication, particularly verbal.
· Encourage others.

	
Computer Skills:

	
· MS Office (Word, Excel, PowerPoint and Access).
· Noria Accounting System
· Professional Reporting, Revising and Document Controlling

	Languages
	· Arabic     Spoken/Written     Mother Tongue
· English     Spoken/Written     Very good

	References
	· Suha Abdurrahman, Head of Social work in Beqaa Area UNRWA
(03-298474).
· Warif Kumaiha Chief Accounting Officer Of Talal Abou Ghazaleh – Sanayeh Branch
(03-764137).
· Fadel Kayed General Manager of Mazen Pharmacy –Al Shyah Branch.
(03-686435).
· Hiba Sabbah Monitoring & Evaluation Officer at Save the Children – Zahle Branch.
(70095153).
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