Elissa Elie Najjar
	Mobile: +961-71-793933
	Date of Birth: July 24th, 1997

	Home: +961-08-812158
	Place of Birth: Zahle, Lebanon

	Email: najjarelissa@gmail.com
	Citizenship: Lebanese

	LinkedIn URL: https://www.linkedin.com/in/elissa-najjar

	Marital Status: Single


OBJECTIVE:
Seeking a challenging role in HR within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where my skills and potentials are being utilized, alongside focusing on the scope of enhancing my personal skills and gaining knowledge during my tenure to contribute to the company’s growth.

	EDUCATION:

	BA in English Literature at the Lebanese University, faculty of Human Sciences- 4th Branch.
	2016 –2020

	BA in Business Administration at Universite Antonine - Zahle 
Major: Human Resources – Valedictorian of class GPA: 90/100
	2015- 2018

	Lebanese Baccalaureate – Literature and Humanities at College Saint Joseph.
	2001- 2015

	EXPERIENCE:

	
DaherFoods – Master Chips; Ferzol Headquarters, Lebanon. Industry: FMCG

	
Senior HR Talent Acquisition, Learning and Development Officer
	
November 2020 - Present

	Responsibilities:
· Identify staffing needs, job specifications, duties and responsibilities, competencies, qualifications, and skills
· Perform headhunting and executive search for senior/managerial positions
· Develop, maintain and present HR recruitment KPIs 
· Design, coordinate and monitor training programs and follow up until completion
· Hire and retain top talent
· Develop and update HR Policies & Procedures
· Ensure a smooth flow of the recruitment process through the on-boarding program
· Focal contact for Emergencies (Fire safety, Medical emergencies, COVID -19 Coordinator)

	

	Junior Talent Acquisition Officer
	June 2018 - October 2020

	Responsibilities:
· Develop and maintain network of contacts to identify and source qualified candidates and act as liaison with alumni groups, and outreach organizations
· Review candidate applications, handle the screening process, Initiate contact with qualified candidates
· Post available job vacancies online through job boards, websites, social media, and universities placement offices
· Follow-up with interviewed candidates for rejection or acceptance


	American Lebanese Language Center, Zahle, Lebanon. Industry: Training & Education
	June 2017 – September 2017

	Administrative Coordinator
	

	Responsibilities:
· Handle student registration process, and coordinate training sessions
· Organize and Schedule English levels post correction of placement tests
· Document control and archiving

	COMPUTER SKILLS:

	JD Edwards, Oracle
SETS, Workforce
Microsoft Applications: Word, Excel, PowerPoint and Visio.



	CERTIFICATES & ACCOMPLISHMENTS:

	· Valedictorian Of Class 2018
	1st in Lebanon across all campuses 
Institute: Univeriste Antonine – June 2018

	· Entrepreneurship Student Competition
	Institute: Univeriste Antonine - Feb 2018

	· HACCP
	Hazard Analysis and Critical Control Point
Institute: Chamber of Commerce, Industry and Agriculture of Zahle - May 2017 

	· CEFR
	Common European Framework of Reference
Institute: The Oxford English Language Center – June 2017

	· ECPE
	Examination for the Certificate of Proficiency in English, 
Institute: Cambridge Michigan Language Assessment
Issuance Date: June 2014

	· DELF B2
	Diplôme d'Etudes en Langue Française
Institute: Centre Culturel - June 2014



	LANGUAGES:


[bookmark: _GoBack]
Arabic: Native Language
English: Fluent
French: Intermediate
Chinese Beginner
