Claudia M. Yazbeck

Yazbeck building- Khreibeh Street – Hadath – Beirut

Tel: 05-469041 / 03-943640 

CAREER OBJECTIVE:

 A professional position that will allow me to utilize my abilities in maintaining strong interpersonal relations and building a successful career path, while being a highly motivated and focused individual. 
EDUCATIONAL BACKGROUND: 

1987: Lebanese Baccalaureate – Peres Antonins – Baabda

1988- 1992: “Maitrise en gestion”(Saint Joseph University).
TRAINING & COURSES:
-Supervisory Skills (ICTN).

- Competency-based Recruitment (ICTN)
-HR issues, Income Tax, Financial Analysis (Taxperts)
-The third international HR conference (LAU)

- In-house training: Initiation to performance management & key indicators set up- Interviewing Skills & writing job Description.
WORKING EXPERIENCE
2006 till April 2017: Inkript Logistics SAL (Printing House) 
Company Profile: A leading company in the Security Printing, with an average of 500 employees.
Position:  Recruitment & Training Manager.
· Responsible for annual manpower planning in coordination with head of departments.

· Responsible for sourcing, screening and hiring.

· Responsible for training other department heads on best interviewing practices.

2004 till 2005: Food & Drug Corporation SAL - Verdun, Beirut                                                                     

Company Profile: A leading company in the distribution of Pharmaceuticals and FMCG, with an average of 300 employees. 

Position:  Recruitment & Training Officer 
· Contributed in setting the recruitment procedure and in its implementation.

· Updated Job descriptions and profiles required for the vacant positions.

· Classified CVs and maintained an automated Database system.

· Contacted recruitment agencies to speed up the recruitment process for some positions.
· Performed Job analysis and conducted interviews, prepared assessment forms, and recommended potential candidates.

· Involved in training workshops in coordination with training companies and consultants as per the planned budget.
· Provided orientation programs for new recruits.
 1997 - 2003               
 Sukkar Engineering Group S.A.L. - Beirut                                                                     

Company profile: A waste treatment company, with a number of employees exceeding 500.
 Position: Personnel Controller
· Reporting to Plant Manager

· Maintained employees’ records and files.
· Responsible for all Facets of personnel department.(Payroll / Recruitment / Orientation / Records / Fringe Benefits)
· Responsible for all Facets of Administration department.(Office management / supply of goods / maintenance of premises)
 1993 - 1997     
     
IDRISS GROUP OF COMPANIES    -    HAMRA:

    Company profile: A Leading Company in the wholesale and retail in the  

    FMCG field, with an average of 200 employees.  
     Position: Acting Personnel Manager 


· Payroll 

· Policies and procedures

· Handled grievances and implemented disciplinary actions.

· Handled payroll and  income taxes
· Handled employee social security status.

LANGUAGES: 

Arabic & English (Very good). French (Good)
COMPUTER LITERACY:
MS office applications (MS Word, Excel, Access & PowerPoint)

PERSONAL DATA 

Nationality: Lebanese

Date of Birth: 18/04/1971

Marital Status: Single

Health: Excellent
