
HOUSSAM FOUAD SHOUMAR
Beirut /Lebanon70677760/hshoumar@gmail.com 

Education & Certifications

01-04              Bachelor Degree in  BUSINESS ADMINSTRATION MANAGEMENT
C&E American University                                          Beirut – Lebanon

03-04              Diploma in IT Skills
Cambridge International University
HR Skills
	HR Department Startup
HRIS Technologies
	Staff Recruitment & Retention
Employee Relations
Benefits Administration
HR Program/Project Management
	Orientation & On-Boarding
Training & Development
Performance Management
Organizational Development
HR Policies & Procedures


Professional Experience

Cedar Group                                                                               04 / 2013 - Present


Organizational Development Manager
· Directing the needs assessment for training and staff development to enhance the effectiveness of employee performance in achieving the goals and objectives of the company .
· Providing a broad range of consultative services to all levels of employees regarding policies and procedures
· Facilitating communication among employees and management and guiding managers and employees on problem solving, dispute resolution 
· Assisting with planning, implementation, and ongoing maintenance of labor relations, employee relations, equal employment opportunity 
· Identifying HR training programs needed for management and employees 
· Reviewing evaluations of training courses, objectives, and accomplishments 
· Recruiting, interviewing and selects employees to fill vacant positions





professional experience
SHADE CORPORATION LTD                                                  12 /2009 - 03/2013 

HR Manager 
· Developing and administering various human resources plans and procedures for all company personnel Planning, organizing and controlling all activities of the department. Participating in developing department goals, objectives and systems 
· Developing, recommending and implementing personnel policies and procedures
·  Establishing and maintaining department records and reports
·  Participating in administrative staff meetings and attends other meetings, such as seminars
·  Maintaining company organization charts and employee directory

professional experience
DANASH CONTRACTING COMPANY                                          11 / 2008 - 10 / 2009
                   
Assist. HR Manager
· Assisting with day to day operations of the HR functions and duties
·  Providing clerical and administrative support to Human Resources Manager 
· Compiling and updating employee records (hard and soft copies)
·  Processing documentation and preparing reports related to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc) 
· Coordinating HR projects (meetings, training, surveys etc)
professional experience
DANASH CONTRACTING COMPANY                                          12 / 2006 - 10 / 2008

HR  SUPERVISOR
· Processing employee regular requests while
· Complying with polices and procedures Organizing staff training sessions, workshops and activities
· Investigating and understanding causes for staff absences
· Providing advice and recommendations on disciplinary actions
· Preparing notices and advertisements for vacant staff positions
·  Provide staff orientations



                                                professional experience

AMIGO CHOCOLATE                                                              12 / 2003 - 02 / 2004
HR OFFICER
· Assisting with the preparation of the performance review process 
· Assisting with recruitment and interview process. 
· Responding with follow up letters at the end of the recruiting process
·  Scheduling meetings and interviews as requested by the HR Manager Making photocopies, faxes documents and performing other clerical functions
·  Filing papers and documents into appropriate employee files

              

INTERESTS
   Peronal development, new HR practices, team leading, new technologies
personal traits

· Presentable.
· Friendly.
· [bookmark: _GoBack]Courteous.




