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	A.  Job  Experience



August 2016- December 2018: MENA Regional Specialist with Search for Common Ground 

Responsibilities
Key responsibilities and specific duties included, but were not limited to:
· Regional, strategic leadership and support across MENA region, and specifically to 6 MENA country offices and regional projects including: Lebanon, Syria, Tunisia, Yemen, Iraq and Morocco.
· Providing ongoing high-level technical support in proposal development, monitoring, reflective practices, research, evaluation and learning to Country Programs.
· Leading DM&E Coordinators and staff in implementing SFCG M&E standards around research, evaluations, baseline and final, case studies, data collection tools.
· Providing guidance on the creation of new tools for data collection, utilizing both quantitative and qualitative methodologies to conduct research and evaluations related to peacebuilding.
· Enabling country programs to utilize evaluation findings and communicate results effectively
· Strengthening programmatic capacities and cultivating DME talent within SFCG, specifically the MENA region through workshops and coaching.
· Supporting recruitment and management (if needed) of external consultants for specific projects
· [bookmark: _GoBack]Conducting internal evaluations, case studies and impact assessments on various thematic areas including but not limited media programs, campaigns, refugees, youth, women and education.
· Working as a team with the other regional DME Specialists to influence organizational DME Policies and Strategy
· Liaising with the Regional Senior Programme Manager and Regional Director to align regional priorities;
· Supporting in country strategic planning and policy formulation through research and evidence. 
· Facilitating the creation of evidence-based decision-making processes, including research on key topics
· Contributing to developing organization-wide DM&E tools, systems, and processes
· Actively participate in the www.DMEforpeace.org platform and creating important literature on M&E .
· Facilitates cross-organizational learning, which includes providing information, guidelines, lessons learned, and user-friendly learning tools 
· Participating in Program Quality initiatives led by Program Support Team under the Vice President of Programs
· Attend DM&E events, conferences, and meetings to keep up to date and maintain relationships; and





May 2015 till August 2016: Short term Consultancies: including Senior Regional MEAL officer with CRS (Catholic Relief Services)

During my consultancies I was responsible for the following:

· Conducting research and data analysis on various thematic areas, both descriptive and inferential using SPSS and Excel and present findings using graphs and charts as appropriate.
· Advising on the design and implementation of strong Monitoring, Evaluation, Accountability and Learning (MEAL) systems.
· Providing high quality technical input into program and project development processes, particularly ,Theory of Change, logical frameworks and MEAL plans,
· Providing technical leadership to collecting data using quantitative and qualitative methods and designing the appropriate tools.
·  Carrying out data quality assessments/ leading and supporting the design of evaluations. 
· Advising and following up with program/project managers on how to enhance project performance and follow through with the recommendations from project evaluations. 
· Building M&E capacities of staff and partners through facilitating Meal related workshops and trainings including learning events and periodic project and program reviews.
· Mapping out information using GIS.
· Preparing and contributing to quality reports.
· Documenting learning from projects past performance and share the learning across the organization. 
· Creating databases using Access and Excel. 


January 2014 till April 2015 (project closure): M&E and Communications Manager at the USAID funded: “Lebanon Water and Wastewater Sector Support Program, LWWSS”. 

My main duties included: 
· Managing and monitoring the implementation of the Performance Monitoring Plan and revising it when necessary.
· Coordinating with technical staff, to monitor and update indicators.
· Developing appropriate tools for data collection.
· Collaborating with Head office in preparing impact assessments for different activities.
· Coordinating with Auditors and responding to their comments.
· Assisting in outreach activities to promote LWWSS, as needed.
· Drafting monthly reports for submission to USAID, coordinating with technical staff for updates on all program activities.
· Assisting Chief of Party in drafting, editing and preparing quarterly reports for submission to USAID.
· Contributing to workshops by providing outreach materials, writing press releases and communicating to the media.
· Conducting field visits and reporting on Health and Safety measures on a quarterly basis.
· Gathering information and writing success stories for dissemination to USAID and other stakeholders. 
· Performing field visits and write bi-weekly highlights of program activities to share with USAID.
· Developing activity profile fact sheets for LWWSS activities.
· Drafting press releases for submission and approval by USAID for public events.
· Ensuring all communications, technical reports and project materials were consistent and branded in accordance with USAID and LWWSS project guidelines.
· Maintaining a good working relationship with national counter parts and USAID.
· Coordinating program related events with USAID. 


March 2013 till January 2014: Program Assistant at UNICEF                         
(G6: Administration Manager Level). 

My duties and responsibilities included: 

· M&E activities including monitoring and tracking progress of projects against set plans 
· Conducting research, collecting and consolidating information from the different sections: M&E, Wash, Child Protection, Health and Education.
·  Preparing and disseminating quality reports to Head office, partners and consultants.
· Filling in as Assistant to the Unicef Representative and Deputy Representative   when required.
· Contributing to project design and preparation of project documents, including Meal plans, log frames and indicators.
·  Overall operational and financial management of projects.
·  Contributing to the preparation of agreements and project documents.
·  Reviewing and following up on the implementation of work plans. 
·  Preparing and Managing contracts and ensuring financial commitments were met in a timely manner.
·  Acting as focal point for internal network sharing and disseminating information to all staff at Unicef.
·  Maintaining good working relationships with national counter parts, colleagues, NGOs and stakeholders.



May 2008 till March 2013: Program Assistant at UNDP (level 6)


· Assisted in the Preparation of new project concepts and proposals
· Overall administrative and operational management of various projects under the governance portfolio.
· M&E activities included preparing log frames, developing indicators and risk logs for different projects under the governance portfolio.
· Made sure office practices were Audit compliant and responded to Audit recommendations and queries.
· Communicated with donors regarding availability and transfer of funds.
· Reviewed and monitored projects’ work plan, provided technical assistance to the projects as required (e.g. preparation of TORs, participation in biddings, interviewing candidates for different job positions ….etc)
· Collaborated with colleagues from operations, HR, finance and travel regarding various issues to ensure a smooth workflow.
· prepared various reports including  progress and final reports
· Consolidated and followed-up on project work plans, recruitment plans, procurement plans, etc.
· Provided logistical support to meetings and workshops
· Trained and inducted new staff under the governance portfolio on the different UNDP processes.
· Drafted Agreements with donors.
· Maintained an accurate Database containing all project documents; handled routine correspondence, minutes of meeting, memos and letters. 
· Assisted in the preparation of Speeches and materials for presentations using power point.
· Maintained good working relationships with government counter parts, colleagues, NGOs, EU and other stakeholders.



April 2004 till Dec 2007: Administrative assistant in the IT department of a reputable bank.
· My responsibilities included Monitoring and analyzing data.
· Conducting market research on certain thematic areas.
· Prepared reports using Access and Excel .Analyzing data and extracting clear and accurate results for senior management.
· Overall efficiently organization of the IT administration 
· Maintained an accurate filing system.
· Maintained attendance and leave records of staff.
· Managed Invoices, expenses and office supplies so as to reduce needless expenses. 


· February 2004 till April 2004: field controller to supervise the authenticity of collected data at the Central Department of Statistics.

· July 2003 till August 2003: Trained at the Central Bank Of Lebanon.  Passed through the Statistics and economics departments where I got a brief idea about the nature of the work.  


· October 1999 till July 2003:  Math professor in both public and private schools.
My duties included:
· Preparing and presenting lessons to students. 
· Devising new ways for clarifying the information.
· Meeting with the students parents when necessary to follow up on certain cases.


	B. Educational background


  
  2008-May 2011    MBA in Management and Strategy from NDU, concentration Strategic Management.
                        
   2001-2003  			   DEA in Education from the Lebanese University
                        			(6 credits remain)

1994-1998   	Maitrise in Statistics Mathematics, 
            Minor in Computer Science from the Lebanese University,
   	 Faculty of Sciences II. (Graduated with distinction)
                                                              
1994            	 Bacc II, Mathematics section, from CTI 


	C. Languages and computer skills



· English       fluent, reading, writing, and speaking. 
· Arabic        fluent, reading, writing, and speaking 
· French        fair, reading, writing, and speaking.
· Computer   Access, Word, Excel, Outlook, SPSS,AVS editor, Visual Basic, Java SQL,GIS, Power point, Visio, projects and Internet.
                         

	D. Interests and Miscellaneous


· Hiking, swimming, Reading and music.  



