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Nationality: US National holding the American Passport




	Resourceful HR Coordinator seeking a position within the Human Resources field at your reputable company utilizing 6-plus-year hands-on experience in providing support to various management and administrative functions within the Human Resources Department
Skills
	Good time management skills
Familiar with social media recruiting
	Outstanding communication and interpersonal skills
SAP and CRM software
Strong ability in using MS office (Excel, Word, Power Point, Outlook and Visio)





Experience
	September 2018 – Present
hr manager, baroody group dekwaneh/lebanon
· Recruitment (job description, job posting, screening CVs, 1st interview, assessments, and salary negotiation if the employee is qualified)
· Onboarding 
· Get feedback/evaluation from every department manager about there employees.
· controlling retail employees/rotations (7 branches)
· updating annual leaves, sick leaves, end of service. (100+ employees)
· staff training (customer service)
· payroll (attendance and taxation)
· checking after all departments if they are working well
· perforance appraisal every 3 months (checking achieved targets)
· hr strategy (Budgeting and cutting cost during low season)
· putting weekly schedules for employees in branches
· cheking cameras and SPOT-CHECKING branches for any policy abuse.
· calling customers to check after our services 

Feb 2015 – April 2018
hr administrator, Exceed resources lebanon/uae
· Issuing Visas for employees worldwide (Visas through VFS tasheel website)
· Issuing EID and labor cards for new employees in UAE
· Insurance (Reimbursement claims, card renewals, insurance for new employees…)
· On-Boarding (Welcome new employees, give them laptops, access cards, introduce them to the family members)
· HR systems SAP-CRM
· Organizing events
· Maintaining Personnel records
· Preparing HR documents

	feb 2013 – feb 2015
hr administrator, man enterprise beirut
· Manages Joint Venture HR & Admin department, ensuring proper allocation of responsibilities
· Prepares yearly HR & Admin budgets and periodical HR analysis reports.
· Payroll and benefit management across site and central operations.
· Performance evaluation system 
· Health Insurance and workman Compensation programs and managing claims
· Ensure HR activity meets and integrates with organizational requirements for quality, H&S, legal and ethical stipulations
· Ensuring employee records are complete and regularly updated
· Suggest and facilitate training and development programs
· Travel plans management (hotel/transport/visas/expenses)
· Organizational structure documentation including org. chart, job descriptions, responsibilities and authority’s matrix
· Documented, mapped and certified company procedures and records
· Enhance awareness of the HR and Quality Management System among employees
· Responsibilities of the Quality Management representative as required
June 2012 – December 2012
hr coordinator (temp), maersk line shipping Beirut
· Travel plans management (hotel/transport/visas/expenses)
· HR and trainings Events planning 
· Reports on general HR activity
· HR department budget (through SAP system)
· Maintain records of personnel in hand and on database
· Handling all insurance issues 
· Provide employees with needed letters (Work certificate, salary certificate…)
· Liaise with other departments or functions (Payroll, benefits…)
· Assist supervisors in performance management
· Recruitment (Writing Job Descriptions, Screening CVs, surfing 1st interviews, IQ test and personality test)
september 2010 – june 2012
hr assistant, cedarcom mobi beirut
· Assist with day to day operations of the HR functions and duties 
· Compile and update employee records (hard and soft copies)
· Process documentation and prepare reports relating to personnel activities (Staffing, recruitment, training, grievances, performance evaluation…)
· Coordinate HR projects (meetings, training, surveys…) and take minutes
· Deal with employee requests regarding HR issues, rules and regulations
· Assist in payroll preparation by providing relevant data (absences, bonus, leaves…)
· Handle all insurance and NSSF related issues
· Orientation and Onboarding


Education
	feb 2011
bs in business administration management with minor human resources, american university of science and technology beirut

	december 2014
effective communiction skills, dovetail lebanon

december 2015
Human resources management, open training institute

may 2016
negotiation and conflict resolution, mgsm

november 2016
human resources professional, p world hr global summit
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