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	Career Profile



Key Skills
	Over 15 years of experience in the fields of Management, HR, Marketing and PR. Ability to lead teams and/or be part of a team. Excellent Communication Skills with a diverse working experience. Ability to adapt with new environment and handle any situation.
· Strong Analytic and Problem Solving Skills
· Excellent People Management
· Highly enthusiastic, Energetic and Committed person
· Handle Events (Exhibitions, Social Events etc…)
· Excellent Managerial and Organizational skills
· Effective Communicator with Good Leadership, Relation Management and Coordination Skills
Ability to contribute ideas towards achieving strong corporate image and operational excellence

	Career History
	July 2016 – June 2018 Sabis International School Adma                Lebanon
Office Manager
· Supervise and manage the Admission Office
· Supervise and manage the HR Office and the documentation that is needed for the Ministry of Education
· Communicate and deal with Parents Complaints and Problems
· Manage and supervise all activities in school (organizing, printing and execution of material needed, photography, theatre etc…)
· Compile and raise all comments on Sabis books  
· Supervise and follow up on the material and the printing of the Newsletter, Parents Handbook and the Yearbook etc…
· Prepare venue and material for Selling Week (organizing, task distribution, communication with parents etc…)
· Supervise the cleanliness, Maintenance and Security of the school
· Manage the busses (drivers, assistants, distribution, seating, timing, etc…)
· Buy and follow up on all material purchased (printing, supplies etc…)
· Responsible for sending circulars, letters and SMS to stakeholders
· Overlook ECA (Extra Curricular Activities), summer camp and the school partnership with Athletico











April 2015 – January 2016 Al Mada Derme Esthetique Clinique  Jeddah, KSA
Operations Manager
· Assist in the establishment and implementation of goals, objectives, policies etc… for all operational areas in the clinics
· Select, train, supervise and evaluate performance of all non medical clinic staff
· Plan and coordinate daily work assignments and operations
· Assist in the development and implementation of cost effective policies and procedures
· Supervise all clinic relations with external agencies or hospitals
· Work with medical staff to ensure quality patient care and services
· Supervise the marketing campaigns
January 2011- April 2015   United Business Enterprise      Jeddah, KSA
Executive  Manager
· Supervise the execution of work in 4 different companies
(United Aviation, Ladies Corner (Claude Maxime Mondial Salon & SPA), Al Mada Medical Company and Almotahidah Construction Company)
· Manage Communication & Relations of all different companies 
Internally and internationally
· Responsible for Marketing and PR issues
· Coordinate and liaise with the media to generate more awareness, exposure and controlled public image of the company and its brand portfolio
· Involved in management decisions on the organization’s policies and strategic development
· Liaise with other administrative teams
· Hold meetings with senior management to decide on different topics and execution of tasks
· Monitor work processes and evaluate the work
· Work on HR matters concerning, recruitment, iqama transfers and status modifications, renewal, change of professions etc…
· Manage the employees’ files along with the updating of the system with records (iqama, passports, attendance, salaries, etc…
· Deal with insurance companies


September 2010 - January 2011 Tamkeen Sustainability Advisors  Jeddah, KSA
Traffic Manager
· Supervise the flow and deliverables of projects that Tamkeen is executing
· Plan and schedule projects timelines 
· Ensure project documents are complete, current and stored appropriately
· Manage project expectations with team members at all times
· Develop and deliver to senior management status and progress reports 






September 2007-August 2010 Effat University              Jeddah, KSA
Fundraising Coordinator
· Fundraise for the University in the following areas:
1- Scholarships
2- Labs (Computer and Engineering, Effat Hall etc…)
3- Financial Aid Fund
4- Sponsorships for all events (Learning & Technology, Career Day, Science Fair, Al Tawjeeh Al Tarbawi, End of Year Ceremony, Graduation, etc…)
· Coordinate with all departments regarding their needs, develop plans and strategies for campaigns, draft the material and case statement, in addition to reason and timeframe of campaign execution
· Search and update my database regarding potential Donors and properly record and acknowledge existing ones
· Help the PR & Communication Department by receiving VIP visitors and introducing the University to them
December 2001- April 2002 Republic Bank                               KY, USA
Relations and Service Officer

· Helped the taxpreparers and taxpayers on getting feed back from the IRS on their applications for tax revenues and advising them on issues that have to do with taxes and tax preparation 
March 2000 – May 2001 ABC Department Store	Dbayeh,LB
Dbayeh Branch Manager
Responsible for all activities that take place in the branch.
· Manage the operation and supervise the execution of the work in the Branch
· Solve problems that occur with customers and personnel.
· Work closely with the marketing division on promoting the                  merchandise and coping with competition.
· Work closely with the HR and Personnel Department on motivating and Training Staff
· Attended a conference in Denmark concerning “Security Measures” and “Competition” prepared by the “International Association of Department Stores” IADS.


	
	Dec. 1994 – Dec. 1999 	SOLIDERE                                            Beirut,LB
Public Relations Officer – Sales & Marketing Division
· Responsible for the Information Center.
· Explain and introduce SOLIDERE’s project.
· Receive Officials and Diplomats, Lebanese and International        Businessmen and Investors, General Public and Academic people.
· Deal with Journalists and Reporters (Explain the project, provide information needed, get interviewed by press and media etc…)
· Work closely with the marketing & sales division on promoting the             project altogether.
· Assist the communication and PR Department in holding exhibitions (preparations, contacting exhibitors and following up with them, dealing with executive companies and following up, supervising the execution of the work from A to Z. Resolving issues arising etc…)
· Represent SOLIDERE in different exhibitions and conventions.


	





  
	Aug. 1991- Feb. 1992   Planning Design & Dev. Grp.	Byblos, LB
  Assistant General Manager
· Responsible for the execution of office work.
· Filing and documenting.


	Education

	Fall 1987-Spring 1990          Beirut University College (LAU)    Byblos,LB
· B.S. Computer Science.
Fall 1990-Spring 1992           Beirut University College (LAU)          Byblos,LB
· B.A. International Affairs.
Fall 1993-Spring 1994          Beirut University College (LAU)            Byblos,LB
· Graduate courses in International Affairs.


	Skills
	Languages fluent speaking, writing & reading (English, French & Arabic).
Computer knowledge (windows, word, internet etc…)
Strong communication and PR skills
Problem solving
Work under pressure and believe in Team Work


Interests		Socializing, traveling, shopping & swimming

Personal Details	Nationality:		Lebanese – American
	Dependents:		1 Daughter
	Home Address:	Batroun – North Lebanon, mobile: +9613883131
	
