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	JOELLE EL HAJJ (SHRM-CP)                                                                                                                  

Date of Birth: 24 Dec 1991, Lebanese
	+961 71 380083
joel.elhajj@hotmail.com
Horsh Tabet, Beirut, Lebanon                                                                                              




EDUCATION
	[bookmark: _GoBack]
Université Saint Joseph, Beirut, Lebanon
Master’s  Degree in Human Resources Management 

Université Saint Joseph, Beirut, Lebanon
Bachelor Degree in French Literature

Notre Dame des Apôtres, Raouda, Lebanon
Lebanese Baccalaureate in Humanities                                           
	
July 2017
 

Feb 2014 



June 2009




EXPERIENCE

BLF- Banque Libano française

November 2018- Present
Career Development Officer

 Collect and verify employees documents related to (recruitment)
Update organization charts
Career follow-up of new recruits through “coaching” in order to accompany their evolution and ensure their proper integration within the bank.
Establish and follow the training plan for new recruits. 
Visit various entities in order to address the problems and to assist their resolution.
Follow the career development of the employees and establish their career plans.
Update the job descriptions. 
Follow up with Assist the various entities in updating the competencies required by function during the annual appraisal. 
Contribute in several HR projects.

FDC – Food & Drug Corporation, Verdun                                                                                   
March 2016- October 2018
Talent Management Specialist
Handle the recruitment process for high level roles and recommends selection.
Obtain and validate all certificates/degrees of the selected candidates and carry out reference checks 
Conduct the first round job interviews with candidates and provide feedback to Line Manager.
Determine the salary of new candidates as per company’s pay scale
Prepare employments offers and contracts for selected candidates
Continuously update, on a daily basis, the recruitment progress report
Establish and maintain files and employment records on an ongoing basis
Prepares periodic HR report to determine the effectiveness of the HR programs.
Handle exit interviews
Handle Inductions

FDC – Food & Drug Corporation, Verdun                                                                                   
March 2015- Feb 2016
Recruitment Officer
Screen applicants for basic compliance with position qualifications
Obtain and validate all certificates/degrees of the selected candidates and carry out reference checks 
Conduct the first round job interviews with candidates and provide feedback to Line Manager.
Determine the salary of new candidates as per company’s pay scale
Prepare employments offers and contracts for selected candidates
Continuously update, on a daily basis, the recruitment progress report
Establish and maintain files and employment records on an ongoing basis


International College, Ras Beirut                                                                                                                  
Sept-Nov 2014
Substitute French Teacher
Middle School, 1st & 2nd English section
	

certification

SHRM-CP
Morgan international

TTT- Train The Trainer certification
Formatech

Georgetown English certification
USJ
	


     
                   
                                  February 2020                           



                                       August 2017
                    

July 2011



interests
Sports, traveling and scouts

LANGUAGES & computer skills
Fluent in Arabic, French and English. Basic Spanish
Microsoft Office, ORACLE, SETS 


