[bookmark: _GoBack]NOUR RATEB NASSAR
DOB: 01/10/1990●Nationality: Lebanese●Address:Beirut, Lebanon 
●Email: nourratebnassar@gmail.com ●Tel: +961 03 97 86 03

EDUCATION
Business Administration – Bachelor Degree	                                             Present 
Lebanese University 							Beirut, Lebanon

High School Baccalaureate                                                               		Class of 2008
Rawdah High School							Beirut, Lebanon

WORK EXPERIENCE
Freelance Recruiter                                                                                         March 2017 - Present

Silkor Holding                                                                                                     March 2017- Present
Senior Recruitment Specialist                                                                            Lebanon, Iraq & GCC


JMC Recruitment Agency                                                                                 August 2015- Feb 2017
Senior Recruitment Specialist                                                                            Beirut, Lebanon

• To determine  the search criteria based on the position job description. 
• To conduct candidates’ searches for specific assignments.
• To research in-house, subscribed-to, and other internet based databases for appropriate candidates.
• To filter surfaced candidates and agree the targeted candidates shortlist.
• To inform/notify targeted candidates about the relevant opportunity.  
• To communicate with the interested candidates to get all the needed information and documents. 
• To conduct interviews with the targeted candidates.
• To send candidates’ profiles and interview results to the Clients.
• To manage the second interviews for the shortlisted candidates (candidate – client interview).
• To maintain up-to-date client records for each client and candidate showing all main contact names and information. 
• To ensure that all necessary reports and documentation are supplied in the agreed format to the Client at the agreed time.
     • To follow up with the candidate until the day of joining the new Client.

The Top Talent ( www.thetoptalent.com )                                             October 2013- July 2015
Recruitment Consultant                                                                                             Beirut, Lebanon

JOB PURPOSE
    • To source qualified candidates with technical and business skills relevant to the allocated job specs.
    • To generate an accurate and well coded database of candidates.
    • To support the Team Leader to successfully place candidates. 
DUTIES & RESPONSIBILITIES
• To determine, together with the Recruiting Consultant, the search criteria based on the position job description. 
• To conduct candidates’ searches for the Recruiting Consultant(s) for specific assignments.
• To research in-house, subscribed-to, and other internet based databases for appropriate candidates.
• To filter surfaced candidates with the Recruiting Consultant and agree the targeted candidates shortlist.
• To inform/notify targeted candidates about the relevant opportunity.  
• To communicate with the interested candidates to get all the needed information (Confidential Supplementary Information Form, Compensation Sheet, Photograph, etc…).
• To ensure that all candidates’ correspondence are followed up and replied to immediately. 
• To prepare a complete Candidates Aggregation Sheet for every position (CV, CSI and Compensation Sheet) to be presented to the Recruiting Consultant within a predetermined timescale.
• To ensure that the highest standards of confidentiality are maintained regarding client and candidate information.

• To update the online job orders list of targeted/interested/selected candidates.  
• To ensure the proper completion of office administration procedures in accordance with company requirements. 
• To maintain up-to-date client records for each client and candidate showing all main contact names and information. 
• To ensure that all necessary reports and documentation are supplied in the agreed format to the Manager at the agreed time.
• Ensure data base management is up to date and suggest improvements to web based in house solution.

       
Dareen International Co., Alshaya (www.alshaya.com ) 		Jan 2013-July 2013
Area HR Assistant and Administrative Support                          		Beirut, Lebanon			
· Provide support to supervisors and staff to develop the skills and capabilities of staff.
· Monitor staff performance and attendance activities.
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.
· Provide information and assistance to staff, supervisors and Council on human resource and work related issues.
· Analyze reports and company information.
· Plan, devise and implement reports and processes to ensure departmental efficiency.
· Support Administration team to achieve common goals.
· Effectively prioritize one’s own workload.

BLOM Bank & AROPE Insurance (www.blombank.com )		July 2008 -Nov 2012
Sales Executive                                                                                                                 Beirut, Lebanon
Life Insurance Program (Damanati+, Waladi+)-Retail Department

· Prepare insurance program applications.
· Sell insurance programs for bank clients.
· Gained a target of 8 life insurance applications per day.






TRAINING EXPERIENCE
BLOM BANK (www.blombank.com)						October 2011	
Teller, CSO, CRO									Beirut, Lebanon


COMPUTER SKILLS
Proficient in Microsoft Office (Word, Excel, PowerPoint, and access), Good Network Background and Good knowledge of Programming Language (PHP, HTML and VB.NET).

LANGUAGE SKILLS
Arabic: Excellent knowledge
English: Excellent knowledge
French: Good knowledge

PERSONAL Atttributes and WORK-RELATED skills
Personal Attributes:

· Dynamic; always eager to learn; strong interpersonal and communication skills- analytical, strategic thinking and planning- organized coordination of tasks with problem solving skills.

Work – Related Skills:

· Extensive knowledge of Human Resources management.
· An appropriate understanding of relevant legislation, policies and procedures.
· Supervisory skills
· Team building skills
· Basic counseling skills
· Negotiations skills
· Effective written communication skills including the ability to prepare reports, proposals ,policies and procedures
· Effective public relations and public speaking skills
· Stress management skills
· Time management skills
· Confidentiality
· Sound Work Ethic

REFERENCES
Mr. Bassem Jarrar, 
Director of  Rawdah High School and Executive Director at Rawdah Educational Institute
bjarrar@gmail.com                                      03/518777

Mr. HammadSioufi 
 Leadership and Educational Consultant
hammad.sioufi@gmail.com                      03/265051

Mrs. Nancy Nehme Frem
Area HR Manager, Dareen International Co., Al Shaya Lebanon, Jordan and Cyprus
Nancy.frem@alshaya.com                       03/798210

Mrs. Nathalie Sarkis Rabahi
 Training Manager, Dareen International Co., Al Shaya
Nathalie.sarkis@alshaya.com                 03/209036

	

	



