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Education 

2015–2016 : Bachelor Degree in Human Resources Management - Promosoc Superieur Mons Borinage- Bruxelles, Belgium

2013 – 2014 : Human Resources Management - Institut Roger Guilbert – Bruxelles, Belgium

1995 – 2010 : Lebanese Baccalaureate in SE - Lycée Sainte Patrie- Beirut, Lebanon

Trainings 

2012-2013: HR Officer Trainee at Inditex Company, Bruxelles, Belgium
· Following up on required documents needed to be collected from newly hired employees.
· Handle the recruitment process.
· Follow up with customers to ensure ultimate customer satisfaction.
· Prepare work contracts.
· Controlling staff absences, leaves, and vacations as per RTT (Reduction de Temp des Travial)
· Handling payroll operations (deductions, compenstions, paid/non paid leaves…) as per internal work law.
· Followig up on employees’ regular medical visits, vaccinations and tests needed to be done as per procedures.

2018 : Unifield Training in Abidjan .

Professional Experience

2014-2015: HR ASSISTANT at Securex, Bruxelles, Belgium
· Definition of the system and the structure of the organization.which includes :
1- Manpower and hiring need
2- Units of the company
3- Strategy of productivity
4- Improve achievments
· Assist the HR Manager in the training management plan, its execution, and the internal communication management among employees.
· Assist on improving and workig on employees with potentials, check their needs toward higher productivity.



FEBRUARY 2016- FEBRUARY 2017: HR ASSISTANT at Manpower, Bruxelles, Belgium
· Applying Human Resources Management’s policies through the entire organization.
· Analyze the manpower needs of the company.
· Monitor administrative tasks (work contracts, sick leaves, holidays, trainings, payroll, etc..)
· Maintain relations with social partners ( syndicates, councils, etc…)
· Supervise the recruitment team and direct them towards the suitable candidates that shoud be recruited.
· Prepare a pre-strategies for improving the employees capabilities toward developing the entire organization.
· Prepare and implement annual training plans for both the business needs and the employees’ desires.
· Propose and prepare job descriptions and skills needed for new positions.

May 2017 – January 2018: HR ASSISTANT/Admin at Medecins Sans Frontieres, Beirut, Hamra

· register new recruited staff at the NSSF and follow up with the field on collecting the proper forms and personal information from the employee.                           

· Enroll employees in Family allowances.                             

· Declare EOS of staff once received from the field the EOS date.                   

· Preparation of the MOL forms required for work permits of expats and other non-Lebanese staff.                              

· Apply for visas, residencies of expats and their dependents.

· Enroll & stop Enrollments of the staff with their families at private insurance

· Update on daily basis airport movement sheet.                                 

· Update Transit House sheet on weekly basis.    
           
·  Prepare Perdiem sheets.

·  Insure quality of payroll for coordination staff & Data entry of in Homere.   

· Ensure HR processes, procedures and policies are harmonised and implemented 
                           
·  Prepare for trainings & workshops (ISR, Sanou, Comms training, Mobility workshop) 

·  Recruitment follow-up

· Support Field

·  Management of cleaners.

·  Filing

January 2018 – till date : Procurement Supervisor at Medecins Sans Frontieres, Beirut, Hamra

· Analyzing the Orders (Stock availability, items are accurate, no overstock…)
· Order processing for IR 
· update and share the IR follow up
· CBA and framework contract for med and log
· PO sourcing for local purchase with CBA and quotation
· Looking for new suppliers
· Ensure the deadline follow up
· [bookmark: _GoBack]KPI for supplier follow up
· Treatment of dispute, local purchase and field complain and Update the tables of dispute
· Update prices and status on the PO
· Analyze the order, compared prices with international and local market, availability in the market…
· Go to the warehouse to ensure the good reception ( quality, quantity…)
· Treat and check all the supplier invoices
· Ensure the Back Orders follow up with supplier
· Update a list for the supplier, contact, prices and items (log and MED)
· Follow the international orders on the Portal and update Unifield with the good prices and codes
· Do all the logistic local purchase
· make sure all the purchase document are signed by the right person
· Follow up the cold chain distribution with fields and supplier and Update the C.C follow up
· Deposit and follow up all the importation documentation with MoPH/Pharmaceutical syndicate/Higher council of custom
· Archive all documents relative to IR



Languages

French 	: Fluent							English : Fluent
Arabic		: Native Language	
	
Computer Skills: MS Office (Word, Excel, Power Point, Outlook, Access) 
	
Further Information

Date of Birth : 16/12/1991
						
Hobbies: Reading, Traveling, Sports				

Availability 

Available upon request.
