


TAMARA EL MOUSSAOUI
Beirut, Lebanon
Tel: +961 70 74 31 41; E-mail: elmoussaoui.tamara@gmail.com
Linkedin: https://www.linkedin.com/in/tamara-el-moussaoui-702a321ba/


WORK EXPERIENCE 

Human Resources Officer                                  
Tech Solutions                                                                                                 July 2018 – November 2019

1. Under the direct supervision of the unit’s manager: assisted in the administration of human resources by processing of contracts and all personnel actions day to day in staff movements such as appointment, extension, transfer, step increment, resignation, termination, and separation; In addition to tracking of HR transactions related to overtime/deductions, retroactivity, recoveries, adjustments etc;
1. Drafted all HR and Admin letters in Arabic and English languages (recommendation letters, employment certificate for embassies, checkpoints, travel, etc.) upon staff member and management request, as well as works and follows up with the relevant Government entities on residencies, work permits, office/staff vehicle license renewal and tax exemption;
1. Assisted in the recruitment process by reviewing resumes to identify qualified employment candidates, conducting preliminary applicant interviews, and documenting hiring-firing policy decisions;

Office Manager (admin and finance)
Samar Hamdar Legal Translation Office                                                   September 2017 – June 2018

1. Served as the focal person for office manager duties including: Dealing with customers, book-keeping, maintenance, mailing, supplies, equipment, bills, errands;
1. Managed accounting book-keeping;
1. Kept records for daily activities and ensured accurate and timely reporting and overview and maintained the office’s budget;
1. Scheduled meetings and appointments;
1. Organized all office operations and procedures;
1. Maintained the office condition and arranged necessary repairs;
1. Coordinated with IT out-sourced services on all office equipment;
1. Ensured that all items are invoiced and paid on time;
1. Ensured compliance with local Labor Law in all processes, this includes contracts; 
1. Handled social security matters.

 

Office Manager (admin and finance)
Youssef El Moussaoui Food Stuff Warehouses                                            September 2016 - May 2017
                                                                                                  
1. Dealt with suppliers and customers, managed book-keeping, and supervised staff;
1. Managed stock and price negotiations with vendors, suppliers, service providers, and customers;
1. Kept records for daily activities, ensured accurate and timely reporting, and overviewed and maintained the enterprise’s budget;
1. Scheduled meetings and appointments;
1. Organized all office operations and procedures;
1. Maintained the office condition and arranged necessary repairs;
1. Coordinated with IT out-sourced services on all office equipment;
1. Ensured that all items are invoiced and paid on time;
1. Ensured compliance with local Labor Law in all processes, this includes contracts; 
1. Assisted in managing all employees of the enterprise and addressed employees’ queries regarding management issues;
1. Led on the onboarding process for new hires;
1. Handled all social security matters.

[bookmark: _GoBack]Hosting and service provision                                                                          
Coral Beach resort – Winter Garden                                                              February 2013 - July 2013                                               

1. Greeted incoming and departing guests and escorted them to assigned areas; 
1. Used visual cues for seating guests;
1. Informed guests of current promotions and ensured smooth handoff to the service staff;
1. Answered incoming calls to the restaurant and provided appropriate service;
1. Managed the flow of guests and provided accurate wait times to incoming guests;
1. Tended to special guest needs and requests;
1. Observed guests’ needs throughout dining experience to ensure they receive high quality service;
1. Protected establishment and patrons by adhering to sanitation, safety and alcohol control policies;
1. Helped dining room staff by overviewing setting and clearing tables, replenishing water, and serving beverages;
1. Issued dining charges by verifying orders, calculated taxes, totalled bill for to-go orders;
1. Received payments by validating credit charges, approved checks, accepted currency, calculated and issued change for ToGo orders;
1. Reconciled cash drawer by proving cash transactions, listed checks and credit card charges for to-go orders;
1. Contributed to team effort by accomplishing related results as needed.

TRAINING
UNDP Lebanon 
1. Selected and currently taking part in the UNDP Youth Leadership Programme (YLP)-April 2020-ongoing
Lancaster Hotel
1. Sales and Marketing -June-August 2017 
Riviera Hotel
1. Front office training June-August 2016 
Habtoor Hotel
1. Front office training - August 2013
  
EDUCATION
1. Masters’ in Human Resources Management from Lebanese International University (expected graduation Fall 2021)
1. Bachelor in Hotel Management from the Lebanese University (December 2018)
1. Socio-Economic Baccalaureate at Mar Elias Batina (2009-2012)
1. Lycee Franco-Libanais Verdun (1995-2008)
 
COMPUTER SKILLS         
1. MS Office (Word, Excel, and Power point)
1. Very good and strategic use of all Social Media outlets
 
LANGUAGES
1. Arab, English, and French (all fluently)

SKILLS    
1. Excellent communication skills
1. Ability to adapt multi-cultural environment
1. Good leadership abilities
1. Team work 

REFERENCES
Available upon request
 

