D I M A	N A S S A  R





 E D U C A T I O N 

Beirut, Lebanon
+961 71 54 20 90
dmn15@mail.aub.edu


Sep 2021-Present


2017-2021
· 
American University of Beirut
Master’s degree in Human Resources Management.

· Beirut Arab University
BS in Business Administration with specialization in accounting.

 E X P E R I E N C E 


Beirut


Beirut

Dec 2021- Present	Terre Des Hommes Italy, NGO
HR Intern
· Coordinating with multiple stakeholders to organize self-care sessions/trainings for employees
· Organizing online sessions via Zoom
· Reviewing the content of the sessions and proving feedback and reports on a monthly basis.
· Gathering information from the sessions to ensure that the employee's concerns are being dealt with within the organization
· Headhunting potential candidates
· Posting jobs online through Daleel Madani and Linked-In
· Shortlisting candidates and matching the CVs with the right position.
· Conducting interviews and sending offers or rejection emails to the applicants.
· Onboarding employees and attending induction meetings.
· Filing HR documents (personnel contracts, timesheets, leaves, performance
evaluations, interview matrix, recruitment and selection grid, security checks, etc. )
· Preparing contracts of the staff.
· Responding to staff inquiries regarding HR policies, employee benefits, etc
· Updating the HR pack on a monthly basis
· Supporting in the preparation of the audit inquiries and requests

Oct 2021- Dec 2021	Terre Des Hommes Italy, NGO
Logistics & Supply Chain Intern
· Supporting the planning team with relevant forecasting and evaluation.
· Checking quotations and contacting suppliers.
· Attending meetings on a weekly basis.
· Preparing the purchase order and purchase

Sept 2021- Present	American University of Beirut
Graduate Assistant Student

Baabda
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Beirut



Nov 2020 – Dec 2021

ABC Verdun, Department Stores
Sales Representative
· Led customer interactions and helped them achieve higher levels of satisfaction.
· Established, developed and maintained positive customer relationships.

Beirut


VOLUNTARISM
Participated in several projects to promote civic education and highlight the
importance of natural environmental resources at the DPNA (Development for People and Nature Association).


LANGUAGES AND TECHNICAL SKILLS
English: Fluent │ Arabic: Fluent │ French: Fluent│ Italian: Beginner
Microsoft Office: Excel, PowerPoint, Microsoft Word; AutoCAD, 3D Max, Revit
