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     Ayla Alzaim
	objective


An ambitious business graduate; seeking employment at a company where I can use my knowledge and skills for organizational and personal growth.
	education


September 2012 – May 2016
        Bachelor’s in Business Administration 

                                  University of Balamand – El Koura 

	personal information


Marital Status/ Sex: Single- Female 
	professional Experience& Internships


Holiday Inn Hotel - Lebanon                         
HR Internship 

April 3, 2017- September 30, 2017
· Conducting the On-Boarding and orientations for newly recruited employees and handling the NSSF registration procedures
· Creating new ID on the punching machine, managing and monitoring employees’ attendance and punching activities,
· Preparing salary certificates recommendation and other HR letters

· Implementing the process for leavers such as exit interview, clearance and NSSF, 
· Updating job vacancies, Sourcing CVs and conducting telephone interview and arranging Interviews
· Organizing company events such as the monthly staff gathering, employee of the month, welcome on board, employee birthdays and GM’s farewell 
· Reviewing and developing HR policies & procedures, job description and HR forms 
Sales and Marketing Department: 
Sales & Marketing Internship 
March 6, 2017- April 3, 2017
· Preparing sales offers and updating Holiday Inn’s online accounts on social media such as Facebook, twitter & Instagram

· Identifying new markets and business opportunities, participating in daily sales calls, preparing sales proposals, updating the sales group sheet and preparing the yearly list of events and list of exhibitions in the market
Reservation Department:
Reservation Internship

February 7, 2017- March 6, 2017

· Scheduling appointments, taking minutes of meeting, sending confirmation letters

· Preparing the daily competition set report to the owners

· Entering data into OPERA and Holidex Programs, calculating the hotel's STR & ADR

· Communicating with other companies to book rooms for guests

· Responding to phone calls and emails, organizing folders, and booking rooms 
BLOM Bank - Lebanon
HR Internship

August 1, 2015- August 31, 2015           
I have successfully accomplished an internship at BLOM Bank’s HR department - Planning Section- Headquarters- Lebanon
	· Managing BLOM Shabeb Program

· Organizing/editing files related to the performance appraisals 

· Editing and conducting research for the official magazine of BLOM Bank

· Managing the Annual Honoring Event

· Communicating with clients
LANGUAGES


Arabic: Mother Tongue      English: Fluent
	COMPUTER SKILLS


MS: Windows, Word, Excel, PowerPoint, Access and outlook

Writing: Excellent in writing reports, memorandums, agendas and minutes

Research and presentations: Confident in business presentations and quick in conducting research
HR Management Systems: Time Management System
	membership/Social activities


Member in Franciscan Scout:     1999 – 2012                                                                    

· Communicated with other scout leaders and individuals effectively 

· Handled scout activities and guided twenty scout girls over two years

     Member in the Red Cross:     2010-2012


· Participated in first aid activities

· Preparing refugee camps
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