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A results-driven and strategy focused Human Resources professional with advanced education seeking a full-time role in a reputable organization.
	CORE SKILLS
· Technical Fluency Arabic/English, some German and Turkish
· Strategic Planning
· Interpersonal Communication
· Project Management 
· Research skills
· Time Management 
· Event Planning
· Writing Presentations
· Advanced Computer Skills
· Team Lead, complex tasks
· Writing Policies and Procedures
· Knowledge of Labor Laws in Various Jurisdictions



Education


American University of Beirut  (AUB), Beirut, Lebanon (Current)               	
Masters Human Resources Management [Assistantship, 50% Scholarship]
MHRM Degree
December 2022 (Expected graduation date)

American University of Beirut (AUB), Beirut, Lebanon (2018-2021)	
Bachelor’s in Business Administration [Nemer Foundation Scholarship]                                                                   
BBA Degree
GPA: 86.33/100  Dean’s List

Bissan Secondary School, Saida, Lebanon (2015-2018)			 
Lebanese Baccalaureate – Life Science 
Grade: Very Good (89/100)

Professional Experience
American University of Beirut, Beirut, Lebanon                                                                   July 2022 – Present
Graduate Administrative Assistant (GAA) in Administrative Office
· Office duties include filing and reporting all students’ data to generate accurate excel reporting sheets. 
· Responsible for data entry and double-checking of all information entered.
· Calling lists of 1000-plus alumni names and contacts, while ensuring to communicate formally where ages range 68 to 80 years per office policies and procedures. 

American University of Beirut, Beirut, Lebanon                                                         September 2022 – Present
Graduate Assistant and Work-Study Program 
· Launched campaign utilizing posters and adverts to recruit graduates for open job vacancies at AUB.
· Generated excel sheets for students applying online or on-campus for Master’s program at AUB.
· Calculated the number of applicants for Executive Masters in Business program.  

Business Umbrella - Management, Consulting, Recruitment & Advisory, Dubai, UAE   March 2022 – December 2022                                                      
Recruitment and Consulting Executive/ Social Media Researcher
· Recruiting successfully quality candidates for our clients’ ongoing recruitment needs.
· Identifying, developing and managing both new and existing client relationships.
· Maintaining a quality business platform with fully qualified live vacancies.
· Developing network of professional contacts by attending business group meetings, conferences and exhibitions.
· Sending when appropriate regular speculative candidates of a caliber that may be of interest to clients.
· Contacting candidates and clients through a mail-shot approach.


Makhzoumi Foundation, Beirut, Lebanon                                                                    June 2021 – August 2021
HR Management Intern
· Mastering HR topics of Performance Management, performance appraisal, and training and development
· Knowing and applying real-life scenarios of recruiting, screening, and selecting appropriate candidates
· Reading job descriptions and knowing tasks required from candidates 
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Talal Abu Ghazaleh Global, Beirut, Lebanon                                                                       July 2020 - August 2020
External Auditor Intern
· Learning the use of analytical skills for conducting financial reports
· Completing the filing of the audited entity with mitigation of fraud and accuracy achievement
· Mastering the application of financial statements including of cash flows, income statement, and balance sheets

Moghrabi’s Perfumes, Sidon, Lebanon                                                                      August 2019 - November 2019
Cashier (Part-time)                                                                                                              
· Computing and recording the total financial transactions of the day
· Trained on payment methods: credit card, cash, or loans; calculated periodic Assets Turnover rates and profits 

Extracurricular Activities

Welfare Orphan Society, Sidon, Lebanon                                                  	    August 2020 - September 2020
· Managed childrens’ daily schedule while supervising their various planned activities

Al Shifaa for Medical & Humanitarian Services (NGO) Sidon, Lebanon                   August 2018- October 2019                                                                               
· Volunteered in first aid teams and social activities that belongs to the organization.               		                                                                            

Robotics Competition – American University of Beirut                                             October 2018- November 2018
· Collaborated with teammates to create a robot from small parts using innovation and time management skills. 
· Our robot was placed into competition against other groups, and our team placed in the top 5.     


Workshops and Certifications 

180 degrees Workshop - American University of Beirut                                             
· In an increasing degree of complexity, different cases were offered as real-life scenarios to think theoretically in case we will be asked in job interviews to solve and think. 


References available upon request.

