Maya Kobeissi
Airport Road 
Beirut, Lebanon
Phone: +961 76790767
E-mail: mayakobeissi@hotmail.fr

CV

		


	

OBJECTIVE


Seeking an opportunity to developp and apply my knowledge in Business Management or Human Resources trusting my educational background. 

EDUCATION


June 2018 				       Graduated; Master in Human Resource Management
Beirut-Lebanon			       Université Saint-Joseph

June 2016	Graduated; Bachelor’s Degree in Business 
Beirut-Lebanon 	Administration                                
Université Saint-Joseph
    
June 2013				       Graduated; Baccalaureate Degree 
Abidjan-Ivory Coast		       Institut Libanais d’Enseignement (ILE)


PROFESSIONAL EXPERIENCE


July 2018- September 2018 	       HR Officer at Lancaster Tamar ,
Beyrouth-Lebanon		       Human Resources Department
   					      
 - working closely with various departments, assisting           line managers to understand and implement policies and procedures
- involved in recrutement by posting ads, checking application forms and managing the hiring process
- Support the management of disciplinary and grievance    issues
    					        - processing payroll and maintaining employee record

February 2018-July 2018               Cluster HR Officer at Lancaster Hotels&Suites,
 Beyrouth-Lebanon 		        Human Resources Department
        
- working closely with various departments, assisting line managers to understand and implement policies and procedures
- involved in recrutement by posting ads, checking application forms and managing the hiring process
- Support the management of disciplinary and grievance    issues
- processing payroll and maintaining employee record 					        
September 2017-February 2018     Internship at Lancaster Hotels&Suites,
 Beyrouth-Lebanon 		        Human Resources Department 

· Filing 
· Preparation of administrative documents
· Introduction to NSSF documents and Payroll 
					        


July-August 2015		  	        Internship at DELOITTE COTE D’IVOIRE,
[bookmark: _GoBack] Abidjan-Ivory Coast		        Consulting department

					        -reading and revision of reports
					        -preparation of administrative documents 
					        -search for information and data according
         to missions 

SKILLS


Computers skills:  		        Microsoft office (Word, Excel and PowerPoint)

Languages:			 	       French: Excellent
        English: good
        Arabic:  good

HOBBIES


tennis, reading






