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Personal Information:
Name: Nabila Kurdi
Date & place of birth: November 1981- Beirut
Nationality: Lebanese
Phone number: 03- 056 377
Email:Nabila.kurdi@gmail.com
[bookmark: _GoBack]
Education: 
March 2014- July 2014: Haigazian University
Human ResourcesProfessional Diploma- Adult Education Program
2010- till 2013: Lebanese University- Beirut- Lebanon
	English Literature (not obtained- two courses left)
2008-2009: High School
Makassed High School for Girls- Bashoura- Beirut- Lebanon

Professional Experience:
Confidential- NGO- Beirut- Lebanon				February 20th 2017 till present
Assistant Program Manager

Duties: 
· Assistant manager- SAWA Program & KADER Programs.
· Send/ receive emails
· Phone calls 
· Coordinate and schedule interviews and appointments
· Prepare/ create and edit CVs
· Communicate with clients and evaluate their needs and specifications.
· Create reports, analyze and power point presentation.
· Prepare projects- edit- analyze- cost
· Coordinate with Universities regarding yearly Job Fairs and decorations from A to Z
· Treasurer office/ Submit and reconcile expenses monthly report
· Order office supplies and research new deals and suppliers
· Support coworkers during the peak hours

Medical Recruitment International- MRI- Beirut- Lebanon 		April 2007 till March 2016 
Assistant Manager
Duties:
· Finding the most qualified candidates for job openings
· Establish and post job advertisements on job search websites
· Schedule and organize interviews with suitable candidates
· Prepare necessary documents, job description
· Communicate requirements and duties to prospective -candidates 
· Assist recruitment specialist in screening eligible candidates
· Maintain good relationship with all candidates, employees and corporate clients
· Keep records of candidate interviews and report them to recruitment managers
· Secretarial tasks: In charge of answering the telephone, maintaining file records, handling the correspondence and   writing memos, e-mails and letters.
MRI office was an accredited agent for the Saudi Embassy in Beirut.
My responsibilities were: 
· Preparing required documents for people who are willing to travel to Saudi Arabia to obtain a visa. (Several kinds of visa: family visa, work visa, visit visa…)
·   Make sure the papers are original. 
· Papers required: 
· Original passport valid for six months. 
· Original copy of individual civil status record. 
· Help in achieving police report clearance certificate.
· Aid in Visa application form and fill Enjaz online application form. 
Skills:
Computer skills, Recruitment Skills, hard work. 


References:

Dr. Ibrahim Hatab- Ph.D- Nursing Director
00971 50 8007509
	ihatab@seha.ae

Mr. Anis Hatab- Acting General Manager 00961 3 925 131

