Joumana Keserwany
Kfarhbab, Green Zone, V4 Road, No. 5, Santa Maria Building | (961) 3 324879 | jkeserwany@gmail.com

Objective
To be a team member in a quality Company where I can utilize my background and Computer skills for good opportunities in the administration and the management fields. The nature of my major and my experience has prepared me for many positions. It involved a great deal of independent research, public relations, requiring initiative, self-motivation and a wide range of skills.

BS | 1999-2002 | State University of New York, New York, United States of America
Major: Management Information Systems
Certification | 1993-1998 | University of Michigan, Michigan, United States of America
Major: proficiency in English
Secondary Studies | Sagesse high School | Beirut, Lebanon.

PRIMARY & COMPLEMENTARY STUDIES | COLLEGE DES SOEURS DES SAINT COEUR |
KFARHBAB, LEBANON


Languages
Excellent Read / Write Arabic
Excellent Read / Write French
Excellent Read / Write English
Fair Read / Write German


Experience
business development manager | FONDATION DIANE | jan 2021 to date
Fondation Diane, a non-profit organization with a mission of recognizing and respecting the natural resources of our country by taking concrete action on the ground to support, enlighten and inform the world of entrepreneurship and mobilize the community to make its members more conscious and make them act accordingly toward sustainable Development.

My main tasks:
· Sourcing investments by developing and executing new strategic investment alternatives.
· Managing and supporting the grants requirement and implementation for the organization. 
· Identify and develop strategies to optimize the grants administration process. 
· Perform relevant research to identify available grant opportunities and evaluate the results.
· Interpret data affecting investment programs, such as price, yield, stability, future trends in investment risks, and economic influences.
· Work with concerned staff and projects/departments to ensure effective deal execution for the selected investees.
· Set up mechanisms to track investments and collecting data & information.
· Perform market research and competitive analysis, and gather market intelligence to enhance management of funds.
· Perform commercial and financial due diligence.

UNICEF – United nations assembly | July 2017 to December 2020
     Project: Center for Educational Research and DEVELOPMENT (MINISTRY OF EDUCATION AND HIGHER EDUCATION) 
    Administrative Advisor to CERD president  
The Center for Educational Research and Development (CERD), a national organization charged with modernization and development of education in Lebanon, under the supervision of HE the Minister of Education and Higher Education.

The Administrative Advisor is responsible for facilitating communication, making arrangements for peer reviews of proposals, applying the appropriate national and regional policies, assuring the quality of the governance of that activity, authorizing annual and other meetings, fulfilling the reporting requirements of the activity, and facilitating the conduct of an activity's business.

My main tasks:


· Assist in facilitating strategic operations, providing expertise, and managing the office of the President.
· Interact with officials and heads of departments at all levels for the purpose of identifying, strengthening and evaluating the work of the Office of the President to ensure effectiveness and efficiency.
· Prepare and / or contribute to the preparation of reports, proposals and presentations on strategic issues
· Responsible for the incoming and outgoing communications related to the President.
· Attend educational workshops with the President.
· Review Official Publications.
· Complete projects and special assignments by establishing objectives; determining priorities; managing time; gaining cooperation of others; monitoring progress; problem-solving; making adjustments to plans.
· Resource Monitoring by monitoring the resource commitments to any of the assigned projects
· Orientation by explaining the President’s intent and degree of commitment to an activity, and the expectations that the President have for that activity.
· Meetings Minutes by recording the subjects discussed and all actions
· Record Keeping
· Other duties as assigned by the President.


internal resources manager/account manager | screens international sal | july 2016 to june 2017
More than 25 years old, Screens International is the largest provider of localization including subtitling, voice over and dubbing in the region. Its hall of fame is Icflix, Dubai One, Ten, CFI, Starz play, Integral, Iflix, National Geographic, MBC, Disney, MTV Music Television, Al Jazera, On Demand, OSN, Vubiquity, TV5 monde, Nickelodeon, The History Channel, Discovery, B4U, Metro Golden Mayer, Samsung, BBC, Canal +, Chello media, ARTE, Universal, Deluxe, Fox, Grey Juice Lab, FCCE, GF, HBO, Zoodigital and so many more

A. Account Manager
· Develop strong relationships with the customers (various international channels).
· Connect with key business executives and stakeholders and preparing sales reports.
· Liaise between the customers and cross-functional internal teams (Subtitling and Dubbing).
· Ensure timely and successful delivery of our solutions according to customer needs.
· Communicate clearly the progress of monthly/quarterly initiatives to stakeholders.
· Develop new business with the clients to exceed sales quotas.
· Forecast and track key metrics (quarterly sales results and annual forecasts).
· Prepare reports on accounts status.


B. Internal Resources Manager
Plan, direct, and coordinate human resource management activities and maintain functions such as employee compensation, recruitment, personnel policies, and regulatory compliance.

· Maintains the work structure by updating job requirements and job descriptions for all positions.
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.
· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.
· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.
· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.
· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.
· Maintains human resource staff by recruiting, selecting, orienting, and training employees.
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.
· Contributes to team effort by accomplishing related results as needed.

business development manager | international trade network ltd | november 2012 to june 2016

Business Development Manager

Strategic Planning
· Define and develop the long-term strategic goals for Business Development, in line with the company’s overall strategic context.
· Identify new revenue-generation opportunities that enhance and promote the company’s Mission and Vision Statements.
Financial/Business Planning and Budgeting
· Analyze the progress of revenue-generation goals and make recommendations for adjustments/interventions as required.
· Identify opportunities to bid for and acquire new projects.
· Research and recommend grant and funding opportunities.
· Participate in proposal preparation as needed.
Sales, Marketing and Business Development
· Identify opportunities for both marketing and selling the company’s products and services.
· Actively close deals for new fee-for-service projects and initiatives.
Client Relationship Management
· Actively manage key relationships with existing and prospective clients.
· Work closely with partners, consultants and staff as needed on the delivery of fee-for-service initiatives
Project Management
· Provide overall project management for ongoing revenue generation initiatives.
· Overseeing the office support and infrastructure to get revenue generating initiatives off the ground and maintained.
· Attending meetings as required
Administrative Manager
· Ensure best practice in financial, human resource and administrative management of the organization in order to maximize efficiency and growth
· Prepare monthly and annual financial reports
· Forecast cash flow requirements
· Prepare bank reconciliation statements to keep track of balances
· Establish and prepare accurate and timely information for budget monitoring
· Monitor the petty cash and bank balances to ensure sufficient funds are always available depending on the program needs
· Define the Human Resource Strategy and policies in line with overall organizational strategy
· Responsible for the design of procurement policies and procedures as well as for their enforcement
· Buy goods and provide services at the best price and value
· Cut any waste and unnecessary costs to create a streamlined process and fast production times
· Work with suppliers to ensure that key processes are running efficiently and cost-effectively
· Build strong working relationships both internally and with key suppliers
· Negotiate and manage Contracts
· Understand and keep up with new trends and regulations in the business
· Deal with international suppliers
· Develop specific plans to ensure revenue growth in all company’s products
· Responsible for not only selling but also maintaining and improving relationships with the client
· Monitor customer preferences to determine focus of sales efforts
· Resolve customer complaints regarding sales and service
· Assist customers to find the products they are looking for
· Act as a contact between a company and potential markets
· Negotiating the terms of an agreement and closing sales
· Make accurate, rapid cost calculations and provide customers with quotations


Executive assistant to vice president | wooden bakery SAL | november 2007 to october 2012

· Compile correspondence and reports on behalf of the Vice President.
· Prepare, proof-read and edit all outgoing correspondence e.g. letters, funding proposals, press releases, marketing materials and newsletters.
· Prepare the Vice President for all internal/external meetings i.e. researching organization/individuals, briefing on “synergy” and possible
· new joint working opportunities which might result from this meeting so as to maximize new business opportunities for company.
· Manage the VP workload, act as a gatekeeper and follow up meetings, external contacts, ides for new business, etc.…
· Develop and maintain structures for inter team communications within company.
· Monitor tasks delegated by the VP to the staff and ensure that they are completed and achieved on time.
· Work closely with the VP to ensure that all projects and contracts are up to date and ensure relevant managers produce monthly reports for the VP outlining progress on all projects.
· Create and manage the VP filing system in relation to new business opportunities and external contacts.
· Assist the VP in setting the long and short-term goals and objectives of the company and ensure their correct implementation.
· Set the Preliminary Agreement terms and conditions for the Master Franchising Legal Contract for Lebanon and abroad.
· Work with the company lawyer on setting the Master Franchise Agreement in both languages Arabic and English and prepare all its relevant appendices.
· Writes the Franchising and Purchasing Standard Operating procedures and ensure their proper implementation.
· Assist the VP in setting and implementing the Wooden Bakery laws and standards.
· Member of the management team relative to Master Franchising inside and outside Lebanon.
· Work on special projects and researches assigned by the VP.
· Prepared the Company profile as well as its website.
· Work on the product packaging design and layout with the Company’s graphic designer.
· Other duties as assigned by the VP.


executive assistant to bdm/iso management representative | man enterprise sal | july 2003 to september 2007

· Assist and acts in a confidential capacity to the Business Development Manager who formulates, determines, and implements management policies in the areas of resource development and community outreach, governmental affairs and media relations.
· Compose and prepares correspondence, minutes, agendas, and written reports for the Business Development Manager.
· Processes purchase orders.
· Write press releases and distributes information to the media as requested or scheduled.
· Schedule meetings and appointments for the Business Development Manager.
· Distribute/disseminate department information and materials.
· Organize and maintain office filing system(s).
· Assist with all projects, work sessions and research tasks.
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