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Roula Maalouf Njeim 

Permanent Address:
2nd Floor, 4323 Bldg, 




Monteverdi - Lebanon

Mobile: 


009613078484

email:


roula.maalouf.njeim@gmail.com
__________________________________________________________________

Education

MBA - Management of enterprises
2005 - 2007, St Joseph University -Paris 1 Sorbonne & Paris 9 Dauphine 

B.A in Business Administration 

1997 - 2000, St Joseph University, Beirut – Lebanon

__________________________________________________________________

Work Experience

May 2009 – May 2018
Director of Human Resources
Clinique du Levant Hospital, Beirut – Lebanon, Team of 5 persons, organization of 450 employees 

Headed the HR function including internal communications 

· Strategies and programs to attract and develop the right people at the right place. Specific initiatives to develop and retain talents
· Elaborated all job descriptions and salary scales programs
· Elaborated and constantly reviewed and updated HR policies and procedures for recruitment, learning & development, compensation and benefits, personnel administration and succession planning
· Sourced and set a new payroll system 

· Initiated strategic HR systems and programs aligned with the organization strategy and needs
· Created a performance appraisal system adapted to our organization
· Set annual training plans as well as training curriculum for specific roles 

· Involved and led succession planning discussions and strategies for key positions 

February 2006 – January 2008

Marketing Communications Specialist - Middle East & North Africa Region
      Boston Scientific Middle East (S.A.L) – Healthcare Industry

· Set the yearly Marketing Communications plan 
· Managed the Corporate Communications Budget

· Launched a main internal “quality related campaign” in 2006
· Worked with medical centers and institutions in different countries for corporate community initiatives (Egypt, Lebanon, Saudi Arabia)

· Conducted an internal Corporate Brand Equity training 
· Prepared communications and advertising materials for different divisions 

· Handled the Middle East & North Africa region participation in worldwide and regional events  
 December 2003 – January 2006

 Sales Executive - Groups, Banquets and Conferences 

InterContinental Phoenicia Hotel, Beirut, Lebanon 

· Was one of the sales & marketing team members responsible of customer relations and banqueting
· Handled planning of important events , mainly with international companies  

September 2001 – November 2003

Head of Administration/operations - JM Enterprises – Engineering & Contracting
Family Business- 40 employees

· Organized all functions in the office (HR, Accounting, Purchasing, Administration )

· Worked on company branding and internal processes

· Worked closely with suppliers for the execution of main projects – (Clinique du Levant hospital, 3 public schools, …)

August 1999 – June 2000

Sales Executive – Corporate field 

Le Vendome InterContinental Hotel, Beirut, Lebanon - Hospitality 

· Responsible for developing and monitoring corporate accounts from different segments 

· Developed new Key accounts 
__________________________________________________________________

Training Courses

· Certified train the trainer , Formatech , December 2017

· The 4 roles of leadership,  S. Covey, Starmanship & Associates– June  2006 
· Strategic Selling II , Claviga, InterContinental Phoenicia– Oct 2005 
· Strategic Selling I, Claviga, InterContinental Phoenicia– June 2004 
· Income Tax I, II & III seminar, M. Fadi Kai, Chamber of Commerce, Industry & Agriculture Beirut– Nov 2002

· The 7 habits of Highly Effective people, S. Covey, Starmanship & Associates, May 2002
· Value Added Tax seminar, M. Fadi Kai, Chamber of Commerce, Industry & Agriculture Beirut – Dec 2001
· Health & Safety, Boecker Public Health, Beirut, Lebanon – Nov 2000
· Basic First Aid, Lebanese Red Cross– Oct 2000
· “Customers come first”, InterContinental Le Vendome– September  2000
__________________________________________________________________

Languages

Very Good level in Spoken and Written English, French and Arabic

______________________________________________________________

Other activities

Piano , singing, spent 15 years at the “Scouts du Liban” association, including leading group of 30 boys aged 8-11years. 
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