Amira Ali Berjawi 
	Nationality:  Lebanese                          
	Address:   Zahle, Lebanon                       

	Date of Birth: March 3rd 1988             
	Mobile:    +961-70681505

	E-mail : berjawi.amira88@hotmail.com


Experienced Quality Management Systems Manager for almost 10 years in developing, analyzing, implementing, monitoring, auditing and continually improving integrated management systems based on international standards (ISO 9001, 22000, HACCP, GMP+ being Good Manufacturing Practices for feed Safety Assurance) and legal regulations and requirements (Local GMP, Environmental Compliance etc…)
WORK EXPERIENCE
· [bookmark: _GoBack]April 2014 – August 2019: 
Utrix SAL (Industry of fully automated production lines of feed additives, premixes with almost 80 multinational employees)

1) Acting as Integrated Quality Management Systems Dept. Head (April 2014- present):
· Responsible for Promotes, sets up and implements the integrated Management systems policies, procedures etc… (Quality, Environment and safety assurance) as per national legislations (Environmental compliance, GMP, etc…) and International Standards (ISO 9001, 14001, GMP+, HACCP: latest revisions etc…) assuring adequate internal communication, training and information within the group and follow up of system’s indicators and objectives. Leads the certification, recertification and other quality related projects.
· Management representative acting as interface with external regulatory and certification bodies. Follows and communicates company vision and mission and translates it into actions in coordination with all team members. Suggests actions and follows up projects to reach companies objectives. Analyze opportunities and risks using management tools considering the context of the organization (internal & external issues and requirements of all parties within this defined context). Conducts Risk Assessment and monitors KPIs of all integrated activities and reports to top management on monthly basis. 
· Certified Lead QMS Auditor conducting internal & second party audit activities (preparation, execution, reporting and closing) as per plan maintaining high level of integrity, objectivity and confidentiality and managing the Audit Team. 
· Investigates product and system nonconformities and analyze root causes and suggests corrections and corrective actions.
· Acting as Personnel & Administration (HR) Specialist, communicates policies, procedures and penalty actions to all employees and monitors its proper implementation. Manages administrative activities and control the office supplies inventory and approve purchase orders when needed.
· Coordinates, prepares, facilitates, monitors, evaluates and documents training and development activities in the company including performance appraisal management systems. 
·  Executes other special projects as per to management requirements:
· Job analysis project per function and benchmarking and updating Grading System & Compensation Plan as a result.
· Performance Appraisal and management system and linking employee’s performance to strategic direction with focus on the job performance, competencies and skills, in addition to personal objectives linked to strategic objectives. 
· Administrative office supplies and tools inventory system. 

· 2010 – 2014 Arayby Plast sarl (Industry of Plastic/ Lead): 

1) Quality Manager: 
· Developing and maintaining activity’s processes and   procedures following Standards set by the International organization for standardization (ISO) related to sales, purchase, storage, production purchasing, human resource, maintenance, customer service and quality controlling.
· Planning for continuous improvement projects.
· Contact with customers, handle their claims to keep them satisfied.
· Developing, controlling, auditing and improving the quality records including Process’s procedures as needed.
· Preparing, planning, and conducting internal quality audits analyze the results.
· Accomplished many external quality audits successfully. 
· Report to the top management.

2) Personnel Officer 
· Review employee’s attendance sheets.
· Prepare payroll.
· Prepare and pay employee’s salaries. 

3) Export Coordinator 
· Develops and implement policy and procedures for the efficient transfer of cargo and documents. 
· Prepares and ensure proper shipping instruction and documentation.
· Resolves and approve any Bill of lading, Insurance policy and any other requested certifications (Certificate of origin, EUR 1 etc...) 
· Follows up with the customer
  EDUCATION                                         	
· October 2016:
Lebanese international University (LIU): Bekaa Campus, Lebanon.
MBA. Masters of Business Administration (Ongoing). 
· March 2010:
Lebanese International University (LIU); Bekaa, Lebanon.
Bachelor Degree in Business Administration, GPA = 3.27/4. 

PROFESSIONAL TRAININGS  
· Oct 2018: Inspection & Auditing (ISO 19011:2018)  
· Apr 2018: Advanced Excel Techniques 2016 L3. 
· Oct 2017: Process Mapping & Key Process Indicators Seminar.
· March 2017: Firefighting & evacuation training. 
· Nov 2016: Indoor – Preparing for ISO 9001:2015 Course.
· July 2016: First Aid & CRP Course.
· May 2016: Certified ISO 9001:2015 QMS Auditor/ Lead Auditor training – IRCA 9153 developed by LRQA (Lloyd’s Register), registered in IRCA (International Register of Certified Auditors).
· January 2016: L3 HACCP (Hazard Analysis & Critical Control points). 
· November 2015: Preparing for ISO 9001:2015 workshop by LLOYDS Register EMEA.
· March 2012: Internal QMS Auditor training course –IRCA 2180 developed by Bureau VERITAS, registered with IRCA, U.K (International Register of Certified Auditors) & registered by IQA-UK (Institute of Quality Assurance).
Awarded by a BV registered Certificate of achievement as Internal Quality Auditor from IRCA U.K.  
SKILLS
· Good knowledge of English and Arabic Languages. 
· Good computer skills & mainly Microsoft office.
· Product and market knowledge.
· Strong communication (oral & written) and negotiating skills.
· Customer orientation. 
· Accurate and Organized.
· Reporting skills.
· Tactful, diplomatic and willing to take initiative 
· Analytical mind and problem-solving and decision-making ability.
· Wide knowledge of ISO 9001; GMP+ (Feed safety System) and HACCP Standards & environmental compliance standards. 
· Good presentation skills. 
LANGUAGES
· Arabic (Mother tongue)  
· English: Fluent (Speaking, writing and reading) 

REFERENCES
· Available Upon Request 
