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	GUILNARD KAHAWATY
Beirut, Lebanon
Kguilnard@gmail.com71 070878
Personal Details:
Lebanese Female Single
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Administration & Government Relations Specialist 
10+ years in administration management for high-growth organizations
Administration and Government Relations Specialist with expertise in all facets of administration, building relationships with different government entities, and management of office work within the highly-competitive retail industry. Skilled in communicating with management, employees and different stakeholders  to achieve business objectives. Skilled strategist, negotiator,  and very organized; able to forge solid relationships internally and with key outside stakeholders. Technical proficiency in MS Office. Language fluencies in Arabic and English.
Highlights of Expertise
	· Administration Management
· Analytical Skills 
· Operations Management
· Time management & organization skills
	· Strategic planning
· Results focused
· Reporting skills 
· Communication skills 



Education & Credentials
Bachelor in Education
Lebanese University, Beirut, 2004
Microsoft Office Certification	
Technical Language Center,Lebanon, January 2006 to August 2008

Career Experience


Beirut Marathon Association Beirut , Lebanon
Administrative Specialist (Sep 2018 – Nov 2018)

● Full time Volunteer in the organization and management of logistics for BLOM Bank Beirut Marathon 2018

Beirut Marathon Association Beirut , Lebanon
Hospitality & Outreach Coordinator (Sep 2019 – Oct 2019)

● Full time Volunteer in the organization and management of logistics for BLOM Bank Beirut Marathon 2019




Azadea Group, Doha, Qatar
Promoted  from Junior Government Relations Specialist to Administration & Government Relations Specialist within the Administration department, managing a team of 3 other employees and in charge of all company and employees official documents handling. 
Administration & Government Relations Specialist (February 2011 to October 2017)
Responsible for developing and implementing administration strategy, to provide internal services to employees and ensuring proper follow up and issuance of all official documents of the company. Prepares Employment Contracts and all related government Letters, civil defence requirements, municipality licenses and commercial registration approvals and all related employees inquiries to apply for visas and residencies. Work closely with recruitment team to ensure that all visas for the manpower planning is provided on time, handle all difficult cases and suggest alternative solutions for any blocked visas. Handle all the process related to opening new shops/ stores  in coordination with operations department, finance department, legal department and different government entities is well planned , submitted on time and the risk is well managed. Maintain efficient relationships with Key persons at Consumer protection department, immigration and labour department in order to solve any issues and smooth the work process and advice about any law changes to adjust the work flow accordingly.

· Processes and controls all request for immigration, labour and medical test department’s formalities and ensures that such action are properly followed up.
· Completes different administrative tasks by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.
· Serves as the primary point of administrative contact and liaison with other departments, employees and offices on operational and major matters concerning the Government relations section.
· Ensures that received requests for visas, passports, work permits, residence permits are properly registered, documented, approved and promptly processed through appropriate authorities.
· Maintain a filing system for all the important documents such us employees’ contracts and legal permits to have an easy access and follow up on expiry of documents on time.
· Assists the Human resources manager in coordinating with the Heads of Department/Brand Managers to have the monthly approved recruitment/opening plans in order to get the approval of Visa Expenses in advance, as well as monitors the headcount within the outlets. 
· Support employees and departments in overcoming different challenges with family visa processing, sales permits and inspections during sales period and different related matters.
· Prepare and submit monthly, quarterly and annual reports about visas availability, constraints, solutions and alternatives to work on an effective recruitment strategy. 
· Follows up on the update of manpower information, change of regulation in Government agencies to prevent any company violation of law.
· Controls and follows up on all legal permits issuance and renewals (municipality, advertisement signage, sale permits, commerce, civil information, health…). 
· Support recruitment team in different recruitment campaigns such as open day and performing pre-screening interviews.
Key projects:
Handling of all related documents issuance  of commercial registration, civil defence approval, issuance of municipality licence, computer card to apply for employment visas through the labour department.
Opening &Administration process of 15 shops in Mall of Qatar 
Opening &Administration process of 10 shops in Gulf Mall, Qatar 
Opening &Administration process of 23 shops in Doha Festival City, Qatar
Issuance of 300 approvals for labours in 2 months
Enrico, Doha, Qatar
HR & Government Relations officer (October 2008 – October 2010)
· Ensures the renewal of residency, the insurance and renewal permits for all employees upon request. Handle exit-re-entry processes.
· Interface with official bodies for other administrative processes (utilities, collecting the mail from official mailbox etc.).
· Maintain the contracts from the Qatar chamber of commerce and foreign ministry.
· Interact with all employees to ensure that their status meets government requirements.
· Banking issues, stock inventory, monthly payroll, filing, daily and monthly reports, follow up on the clients' invoices.
Mallah Petroleum Company,Jal Al Dib, Lebanon

Accountant(December 2006 to October 2008)
· Prepare and manage correspondence, reports and documents.
· Handle incoming mail and other material 
· Set up and maintain filing system
· Maintain databases
· Assist with payroll administration
· Assist with accounts receivable and accounts payable
· Assist with closings and preparation monthly customer voucher statements  
· Audit on customers contracts, orders, and vouchers
Additional Experience

Phone Operator and Customer Service  (July 2002 to August 2006) Crepaway, Restaurant Chain, Jal Al Dib , Lebanon
Secretary, Cashier and Customer Service (October 2001 to June 2002)Basha Supermarket, Roumieh, Lebanon
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