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Goal and Objective:
Motivated and detail oriented professional with a strong background in mental health support, humanitarian services, and data administration. Experienced in managing international remote projects, coordinating with diverse teams, and delivering high-impact support in fast-paced environments. Adept at program implementation, data analysis, and stakeholder engagement. Committed to contributing to inclusive and impactful initiatives through clear communication, cultural sensitivity, and organizational excellence. Fluent in English and Arabic, with working knowledge of French.
Experience
Project officer – Remote from Beirut to Chicago
Trilogy - mental health and wellbeing organization.
10/ 2024- April 2025 
· Coordinate remotely with Trilogy’s Chicago based teams to support the planning and execution of mental health and recovery-focused projects.
· Monitor project timelines, update digital task trackers, and ensure deliverables are met on schedule from an international remote setting.
· Communicate effectively across time zones to organize virtual meetings, document discussions, and follow up on action items with relevant stakeholders.
· Conduct remote research and compile data to assist in program development, reporting, and grant compliance documentation.
· Support internal operations by managing shared documents, maintaining organized cloud-based filing systems, and ensuring timely communication.


Data Administrator Protection Officer
 International committee of red cross (ICRC) - Beirut
 05/2022 – 09/2024
· Updated online records for over 3,000 beneficiaries per year.
· Entered and managed data in the Syria protection database, including tracing cases, allegations of arrest/detention, and registration of Foreign Fighters’ Families—traced over 2,000 individuals.
· Conducted regular field monitoring and collaborated with staff during 22 field trips.
· Supported reporting requirements as needed, ensuring accuracy and completeness.
· Performed data quality control, including filing, cleaning, and filtering for accuracy.
· Analyzed and implemented data into the system for efficient tracking and reporting.
· Delivered protection training sessions, training over five new staff members.
· Archived and organized over 2,500 files in the archiving room for efficient record-keeping.

Monitoring And Evaluation Officer (6m PROJECT) 
NRC- Norwegian Refugee Council - Beirut
 01/2021 - 06/2021
· Conducted ODK data collection and registration, successfully registering over 200 beneficiaries for the project.
· Evaluated beneficiaries through calls and field visits, completing approximately 50 field visits to assess ongoing needs and outcomes.
· Assisted the project manager in building and drafting 12 detailed project reports, ensuring accuracy and alignment with project objectives.
· Followed up with beneficiaries to confirm the receipt of help and services, ensuring timely and accurate delivery of support.
· Prepared and maintained a comprehensive database of beneficiaries, ensuring data integrity and accessibility for future use.
· Provided feedback to the project manager, contributing to the successful achievement of project goals and continuous improvement.


Administrative Assistant (6m PROJECT) 
United nations volunteers - Beirut
01/2019 - 06/2019
· Prepared and managed all documents, files, and financial records related to upper management.
· Verified the accuracy of data entered into project accounting software to ensure financial precision.
· Provided organizational and administrative support to enhance operational efficiency.
· Handled travel documents and arrangements for beneficiaries, ensuring smooth logistics.
· Assisted in the recruitment process, including attending interviews and coordinating with hiring teams.
· Developed and compiled weekly and monthly reports for tracking and decision-making.








Education:
Bachelor’s degree in communication studies 
Lebanese International University.

Other courses attended 
(Cybersecurity – Data management – Inclusion and Diversity).

Skills:
Transferrable Skills: Communication- Collaboration- Problem Solving 
Technical Skills: Data analysis- Microsoft Office- social media

PROJECTS 
ICRC reunion 
 Beirut, Lebanon
 Linking Families
· We have linked hundreds of missed and detained beneficiaries with their families. 
· Helped Thousands of beneficiaries to be identified and registered.


Languages:
English  (Expert)
Arabic    (Mother Tongue)
French   (intermediate)
