Nour Maad 

Personal information

Social Status: Single
Nationality: Lebanese
Gender: Female 
DOB: February 9th, 1998
Permanent Address: Selim Salam, Al Arij Building, 7th Floor
Contact information: nourmaad98@hotmail.com   | +961 76-759326
Occupation: Fresh Graduate
Website:http://www.linkedin.com/in/nour-maad-4708a017b
Career Objective
Seeking a job opportunity where I can learn the actual life of a business and enhancing my skills and experience.
 Experience
February 10th 2020-March 13th 2020         Danish Refugee Council             Beirut, Lebanon
Human Resources and Administration Intern
· Update HR Tracker (Data Entry).
· Book Hotel Accommodation for guests.
· Filing for HR and Admin files with DRC’s 2020 ID’s.
· Timesheet and Pay slip Tracking.
· Issue Contracts for national staff and structure update.
September 18th 2019-January 31st 2020       Le Commodore Hotel      Beirut, Lebanon 
Human Resources Intern 
· Developing a current knowledge of HR Laws and Regulations. 
· Prepare Word, Excel and PowerPoint documents, warnings certificates, and filing for new comers and leavers.
· Using Compass system for file reading, employee leaves, Employee attendance, Inserting new ID for new comers
· Using Navigin system for pay slips.

July 1st 2019-July 26th 2019             Banque du Liban             Beirut, Lebanon
Internship Program
· Presentations about the different departments of the central bank with case studies, and preparing a report about those presentations.
June 25th 2018 - July 20th 2018        Bank Audi SAL               Beirut, Lebanon
Internship Program 
· Dealing with different types of clients politely and effectively.
· Knowledgeable of the cash and check transactions.
· Attend customer inquiries and telephone calls.
· Completed courses and seminars in types of banks , Private banking ( treasury, bonds , FX , ethics , human capital .. etc. ), Finance , Interviewing , Different types of Cards , Audit ( internal audit ) , Risk , Customer Service , Teller Operations, Body language , and Presentation skills.
· Different types of Bank Accounts. 

Education 
December 2019-Now      Lebanese American University     Beirut, Lebanon         
Human Resources Management Associate Diploma 
Expected date of graduation January 2021   
                          
August 2016 – May 2019         Beirut Arab University                  Beirut, Lebanon
Bachelor of Management 
CGPA 3.44
Skills and qualifications
· Computer skills: MS (Access, Excel, Word, PowerPoint, IT, Outlook, Computer essentials, Online essentials) (ICDL Certificate).
· Languages: Fluent in English and Arabic, written and spoken.
· Good written and verbal communication skills.
· Knowledgeable of social media and internet browsing.
· Ability to work independently or as a part of a team. 
· Able to work under pressure.
· Meeting deadlines and work efficiently.
·  Fast and dedicated learner.

References: Available Upon Request
