Karim El Ayi

Karim.r.elayi@gmail.com
+961-70-186919    	Comment by Author: Add address here. All in the middle and all capitalized. 

[bookmark: _GoBack] Seeking a Position where I can enhance my personal and professional skills and contribute to the success and growth of the organization .	Comment by Author: You can add your Career Objectives here when applying to jobs. 
For example, my objective in my resume is:
Seeking a Position as ........ in a humanitarian agency/organization, where I can enhance my professional skills and contribute to humanitarian/Organizational/ community development.

Experience

Program Officer 
Ministry of Social Affairs, People with Disabilities Support Department, Beirut (January 2016-December 2020)
· Prepare partner NGOs yearly contracts.
· Set partner NGOs yearly budgets with the head of department coordination. 
· Follow up with partner NGOs to monitor all processes of the project implementation 
· Coordinate internally with finance, compliance, social assistants and program managers to ensure proper project implementation 	Comment by Author: Use the same tense for all sentences. Like: 
Preparing
Assisting 
Coordinating etc. or Prepare, Assist, Coordinate. 
· Ensure the proper case management steps are implemented in coordination with all project focal points (Registration, assessment, referral, evaluation, and close out).
· Supervise monitoring activities to assess the quality and timeliness of projects.
· Prepare quarterly and yearly reports, and monitoring of partner NGOs monthly reports.


Program Assistant
Ministry of Social Affairs, People with Disabilities Support Department, Beirut (July 2014 – December 2015)
· Support on case registration and case referral to partner NGOs.
· Case management data entry, cleaning, and analysis.
· Maintain well-organized and consistent filing and tracking systems for all project documentation and information
· Assist in the preparation of weekly, monthly and quarterly reports.	Comment by Author: Same thing as the above about the parallelism in your sentences.


Business Development Officer
TRII-ADS, Media Supplier, Tripoli (July 2013 - June 2014)
· Perform market research to identify new opportunities and assisting in developing strategies for pursuing those new opportunities
· Create and improve proposals for our existing and new clients
· Develop and deliver pitches for potential investors	Comment by Author: Excellent 




Executive Assistant
Al-Yafi, Transit & Shipping Agency, Tripoli (March 2013 – August 2013)
· Coordination on office supplies and equipment procurement
· Data entry and database management
· Assisting in report preparation and document filing
· Logistics coordination




Education
American University of Science & Technology – AUST, Beirut
BA, Business Marketing & Advertising (2013)

Saba Zreik High School – Tripoli
 Baccalaureate in Sociology & Economics (2008)

Personal skills 
• Excellent independent teamwork and leadership skills.
 • Fluent in 3 languages, Arabic (native), English (written and spoken), French (written and spoken). 
• Demonstrate ability to negotiate, having critical thinking. 
• Strong Computer skills (Microsoft Office, Outlook)

