	

Omar EL OKDE
Address: Nwairy, Tamkeen Al Maraa street, Saade building, 5th floor, Beirut, Lebanon
Phone: +961 (71) 550 322
Email: omar.elokde@gmail.com

EDUCATION
Bachelor of Science Degree in Business Management - Date of graduation: Spring 2018
Lebanese American University - Beirut, Lebanon

Baccalaureate of Economics and Sociology - Lycée Abdel Kader, Beirut, Lebanon

WORK EXPERIENCE

Dar Il Ilm Lilmalayin – Beirut, Lebanon (February 2019-July2019)
Employee, HR assistant 
· Prepare payroll 
· Daily update of employee’s data
· Assist the CEO in daily tasks 
· Assisting and coordinating in daily HR activities

Arab Reinsurance Company – Beirut, Lebanon (July 2018-January 2019)
Employee, HR assistant 
· Update and maintain HR files as required 	
· Prepare all types of letters and contracts
· Maintain employee’s information and data	
· Prepare payroll 

Dar Al-Handasah Consultants (Shair and Partners) S.A.L – Beirut, Lebanon (May-June 2017)
Human Resources Intern

· Performed review of HR bylaws with HR Manager 
· Collecting, scanning, and sorting job applications for candidate and calling deserving candidates for interviews
· Helping in preparing training schedules for current employees

Arab Reinsurance Company – Beirut, Lebanon (July-September 2014)
R&D Intern
· Assisting the R&D team in restricting of Arab Re Library
· Collecting Data for annual reports
· Maintained regular and clear communication with managers of all the departments
· Maintained and updated employee files and company documentation

SKILLS
· [bookmark: _GoBack]Microsoft Office, Word, Excel and Power Point
· SPSS Statistics
· Good communication skills
· Passion and high drive to succeed in the professional environment
· Ability to lead, motivate, and mentor a team

LANGUAGES
Fluent in Arabic, English and French 

HOBBIES
Football and Gaming
 
REFERENCES
Mrs. Hala Saleh – Manager Human Resources (Arab Reinsurance Company) 009613725053


