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PROFILE

Innovative, forward-thinking Human Resources Administrator with 5 years of experience in the areas of recruiting and hiring, performance management, benefits administration, employment law, and employee relations.  Success developing and executing new hire orientations, maintaining employee databases and human resource information systems, and investigating employee grievances and providing appropriate resolutions.  Dedicated and motivated to join a reputable, growth-oriented company as a human resources director.

SELECTED ACHIEVEMENTS

· Hired more than 20 people within 1 month
· Possess general knowledge of the human resource principles, theories and concepts.
· Comprehensive knowledge of various recruitment and sourcing strategies.
· Result oriented with excellent negotiation and communication skills.
· Skilled in handling and maintaining confidential and sensitive information.
· Possess problem solving and networking skills.
· Ability to work collaboratively in a fast-paced working environment.
· Project Management support.
· Initiative to ignite a new personality test. 


EXPERIENCE

Middle East and Africa Logistics Council (MEA-LC) - Beirut, Lebanon
Human Resources Administrator - July 2017 – June 2021

HR Operations

· Quality Assure projects done by developers, designers and Public relations department such as websites, applications and content. As well, assist in updating project plan.
· Set objectives for the HR team and track progress
· Monitor internal HR systems and databases
· Review and approve or modify budgets
· Design and implement company policies
· Monitor and evaluate key HR metrics
· Act as a consultant to managers and staff regarding policies and procedures
· Address employees’ queries (e.g. on compensation and labor regulations)
· Report on costs incurred on HR operations to senior management
· Assess internal HRIMS, define business requirements to design new modules/reports that aim to enhance its efficiency and assist the software developers in implementing improvements.
· Create recruitment proposal for creating regional councils departments
· Create, review and update Organizational Chart
· Reporting regularly on HR metrics, such as company turnover.


Recruitment and Selection / On-Boarding / Off-boarding

· Designing and implementing recruiting system for the organization.
· Developing own network of suitable candidates.
· Handling of administration and record-keeping.
· Working with organizations to develop a recruitment plan.
· Executing recruitment plans efficiently.
· Networking with various institutions and social media.
· Handle of the recruitment processes (job description creation, positing, screening, interviewing, evaluating and On-Boarding).
· Preparing job offers
· Creates Scope of Work (SOW) for local and international consultants
· Headhunting – identifying and approaching suitable candidates.
· Coordinating with recruitment agencies in Lebanon, Gulf, USA and UK.
· Providing orientation for new employees.
· Preparation of training and welcome kit for new employees
· Coordinate with IT Support Officer to ensure that email addresses are set up, access finger print for attendance and computer configuration. Coordinate with office administrator to make sure that all stationary needed for new joiner is found.
· Coordinate training with head managers
· Follow up with IT to make sure that the email and finger print are cancelled when employee leaves
· Update all databases when employees leave.
· Forming and maintaining employee records.
· Updating databases internally, such as sick and maternity leave
· Preparing periodic statistical reports on recruitment and selection.
· Conducting exist interviews. 

Performance Management

· Manage performance tools, processes, and programs
· Translate company goals to individual goals and align efforts and outcomes
· Communicate what success looks like for each part of the organization
· Determine appropriate feedback systems for performance planning
· Design and evaluate performance appraisal and tracking systems
· Develop performance improvement plans, coaching agendas, training materials, and progress tracking methods
· Assess and develop appropriate key performance indicators and performance goals for specific positions and departments

Administration

· Create and prepare employees files (hard and soft copy)
· Assist in preparing NDA’s and employee/consultant agreements 
· Preparing and amending where necessary HR documents, i.e. employment contracts and recruitment guides, job candidate evaluation form, job applicant tracking sheet and termination/on-boarding forms.
· Assisting with payroll by providing the department with relevant employee information, i.e. holiday and sick days taken.
· Support in company event
· Helping with various arrangements internally, from travel to processing expenses 
· Creating Corrective and Preventive Actions (CAPA).
· Communicate with medical insurance companies to get quotations
· Prepare Purchase orders (PO) for suppliers and freelancers
· Provide general support


Al Wafaa Bakery – Beirut, Lebanon 
Human Resources Officer - May 2015 – June 2017 

· Support the development and implementation of HR initiatives and systems 
· Provide counseling on policies and procedures 
· Be actively involved in recruitment by preparing job descriptions, posting ads and managing the hiring process 
· Create and implement effective onboarding plans 
· Assist in performance management processes 
· Support the management of disciplinary and grievance issues 
· Maintain employee records 
· Review employment and working conditions to ensure legal compliance

OTHER EXPERIENCE:

Middle East and Africa Logistics Council (MEA-LC) – Beirut, Lebanon
Intern as Quality Assurance and Operation Excellence Coordinator - August 2014 – November 2014
            
· QA documents and website.
· Support the project manager.


EDUCATION

Walden University – Minneapolis, USA
PhD Human Resources Management, Started: Feb 2022

Arab Open University (UK Open University) – Beirut, Lebanon
Human Resources Management, December 2018
Thesis: HR Analytics - An Evolutionary Approach

El Meouchy Education– Beirut, Lebanon
Life Coach, In Progress

AWARDS, RECOGNITION & SEMINARS

Attended Emotional Intelligence Seminar

Participation Certificate by Women’s rights Committee in 2007.	

			




