MIRA ABOU MATAR

EMAIL:  Miraam0208@hotmail.com  
PHONE NUMBER:  +96176830849
DATE OF BIRTH: 08-FEB-1998 
[bookmark: _GoBack]NATIONALTY: Lebanese 
                       


EDUCATION                                                                     

May 2020                            Notre Dame University (NDU)                                  Lebanon 
Bachelor of Business Administration in Human Resource Management 

April 2015                           Al Dafrah Private School (DPS)                                 UAE, Abou Dhabi
Certificate of Secondary School


EXPERIENCE  

Jan- March 2020                Internship, Apliman Technologies  
· Performing HR administrative duties such as email correspondence, filing, record keeping, scanning, and copying
· Using the employee’s evaluations make an assessment for continued employment
· Enter data into human resources information system and generates reports
· Assisting with coordination of interview scheduling for candidates seeking employment 
· Assisting and reviewing performance appraisal for team supervisors 

May – july 2019                        Bkerzay Resort                      

· Reviews and prepares documents (e.g., employees schedule and the list of customers)
· Preparing and hosting events 
· Assisting the HR coordinator and manager with multiple tasks 


SKILLS

Languages:  Fluent in English and Arabic (written and spoken)
Computer literacy:  Microsoft Office ( Word, Excel, Power Point , Access)  

HOBBIES

· Yoga       - Hiking      - Swimming     - Reading   
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