Marie-Jose KHADRA
Blata Street - Mansourieh - Lebanon                                                                                                       		     DOB: May 1st, 1994
Tel: +961 71 683815    	                                                                         		Nationality: Lebanese
Email: Mariejose.khadra@hotmail.com
	
	   
Education

SHRM-CP Certification – Morgan institute								              

Masters in Management, Ecole Supérieure des Affaires et IAE de Poitiers (ESA)						              Oct 2015 - Jun 2017
Accounting, Marketing, Finance, Law, Human Resources, Ethics leadership

Bachelor of Economics, Université Saint-Joseph (USJ)					                                              Sep 2012 - Jun 2015 
Statistics, Microeconomics, Macroeconomics, Accounting Financial Analysis, Banking
	
French/ Lebanese Baccalaureate, Collège des Soeurs des Saints-Cœurs Hadat         		                              Sep 1998 - Jun 2012
				  		 

Professional Experience 
             
[bookmark: _GoBack]Recruitment Officer – Société Générale De Banque au Liban                                                                                 April 2017 – Present
· Manage the entire recruitment and selection process for external applicants including job posting, CV screening, preparing offers and contracts.
· Source and recruit candidates by using database and LinkedIn.
· Conduct Competency Based interviews.
· Coordinate with hiring managers regarding the selection of appropriate candidates. 
· Prepare, schedule and conduct employee onboarding.
· Following up with the concerned managers on probation period evaluation.
· Prepare monthly HR reports for HR records.
· Prepare reports to management regarding recruitment and staffing activities.
· Manage the summer internship program.
· Handle the interns’ payroll.
· Organize the Orientation days to all summer interns.
· Participate in employment events, such as Career Fairs.

Internship at SGBL Bank - HR department (Development and Transformation)				 Jun 2016 – March 2017
· Being part of the project management team in charge of the update of all job descriptions
· Prepare and organize the documents required to perform meetings with upper management 
· Elaborate a new procedure of request of the employees’ files to avoid any loss of documents and protect the files
· Being part of the project management team in charge of digitization and automation of HR processes (attendance, pay roll)

Internship at Holdal group – Marketing department (perfume and cosmetics)				Jul 2015 - Aug 2015

Internship at Fransabank Mansourieh                                                                                                                          Jul 2014           

Achievements and Interests

Emergency Medical Technician, Lebanese Red Cross			    	                                                              May 2013 - Jun 2014
· Volunteered 7 shifts per month of 12 hours each
· Worked under stress with a rescuing team of 4
· Responded to medical and accidental emergencies within Beirut region

Lebanese Conservatory, Modern Music Section 				                                                               Sep 2009 - Oct 2013
· Participated in the annual concerts/ independence festival
· Followed bi-weekly trainings
· Accomplished four years out of six of the Baccalaureate in modern music 

	      
Languages

Arabic (native), French and English
	      
Computer skills

Microsoft Office-Internet applications 
   
