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PERSONAL INFORMATION


Date of birth:

24/06/1984

Marital status: 
Married 
NATIONALITY: 
Lebanese
OBJ

	CAREER OBJECTIVES


Proactive, results-driven professional with more than 14 years of experience working in the healthcare field and looking to contribute to the society, to interact with diverse team of people and to seek unique experience in order to continuously improve myself.
	EDUCATION


BA in Business Administration- Sagesse University



2002-2005
L.H. at Besançon High School- Baabda.




2001-2002
	WORK EXPERIENCE


Regulatory Affairs Specialist

19 Sep. 2021 – Present 

Mersaco s.a.l. - Beirut – Lebanon

· Prepare, review and submit regulatory files related to registration and variations of pharmaceutical products and clinical trial, and files related to pricing/re-pricing. Follow-up on all files with the applicable parties to ensure approvals.
· Responsible for the importation of all products imported based on special approval, and assure delivery to patients.

· Follow-up on all compassionate use products importation from the order request till the delivery to patients.

· Prepare and update the regulatory reports on monthly base.
· Review and screen all laws and regulations related to our business form the official gazette, Ministry of Public Health, LPIA and others,…

· Responsible of the reservation and release activities for all products imported based on special approval, on the samples stocks, and products with special case.
· Perform internal audits.

· Participate in all the projects related to the division.

· Perform the division budget, performance management and KPIs for the Regulatory Safety & Quality division.
· Set the Regulatory yearly objectives in coordination with the Chief Regulatory, Safety and Quality Officer
· Update of pharmaceutical products bordereau. 

Senior Regulatory and Quality Support Officer
Jul. 2019 – 18 Sep. 2021 

Mersaco s.a.l. - Beirut – Lebanon

· Provide support to the Chief Regulatory, Safety and Quality officer and to the quality department 
· Responsible for all clinical trial activities carried out by Mersaco business partners: submissions, follow-up and reporting and for the registration of medical devices.

· Review and screen all laws and regulations related to our business form the official gazette, Ministry of Public Health, LPIA and others,…

· Responsible for the importation of all products imported based on special approval and assure delivery to patients.
· Responsible of the reservation and release activities for all products imported based on special approval, on the samples stocks, and products with special case.

· Participate in conducting unannounced mock-survey, inspections, audits and investigations periodically to assess staff readiness and to specifically identify were corrective actions are needed.

· Participate in managing the division budget and in all the projects related to the division.

· Coordinate office activities, manage information and facilitate internal operations.

· Manage the office procurement requests.

· Coordinate and follow-up on all CAPAs resulting from internal and external audits.

· Set the Regulatory and Safety department yearly objectives in coordination with the Chief Regulatory, Safety and Quality Officer

· Supervise the administrative coordinator work.

· Update of pharmaceutical products bordereau. 

Compliance, Clinical and Patient Care Specialist

Jun. 2016 – June 2019 

Mersaco s.a.l. - Beirut – Lebanon

· Participate in planning Company Compliance Program: assist in coordinating internal Compliance review with different departments, participate in all Compliance audits and regulatory audit, coordinate and follow-up on Compliance audit activities.
· Participate in the awareness campaign: create awareness related to the code of conduct and compliance behavior for all Mersaco employees.
· Establish the Patient Support Program: 
· Develop a customized and automated workflow system to provide financial support to eligible patients who cannot afford the treatment of their disease.
· Develop SOPs related to patient’s special offer on a specific product. 
· Develop a program material content adapted and based on the supplier’s medical and legal review.
· Conduct contacts with pharmacists to ensure acceptability of the program process and smooth operations.
· Develop a customized automated workflow to link pharmacies with patients. 
· Develop and maintain an up to date multidimensional database.
· Coordinate and follow-up with the affiliated patients. 
· Follow-up on MOH approval of the personal use license, importation and delivery to patients. 
· Coordinate between the patients or family member and the business partner whenever a medical inquiry or a pharmaco-vigilance case arises.
· Responsible for the importation of all products imported based on special approval.

· Responsible of the reservation and release activities for all products imported based on special approval, on the samples stocks, and products with special case.

· Responsible for all clinical trial activities carried out by Mersaco business partners: submissions, follow-up and reporting.
· Responsible for the registration of medical devices.

· Create Compliance & Safety Survey

· Perform trainings to all Mersaco employees, subcontractors and suppliers: 

· Compliance Essential Training – Anti-Bribery & Anti-Corruption
· Protection of Personal Data

· Participate in conducting unannounced mock-survey, inspections, audits and investigations periodically to assess staff readiness and to specifically identify were corrective actions are needed.
· Review and screen all laws and regulations related to our business form the official gazette, Ministry of Public Health, LPIA and others,…

· Update of pharmaceutical products bordereau. 

Administrative Coordinator - Regulatory, Safety and Compliance Dpt 

Nov. 2006- May 2016 

Mersaco s.a.l. - Beirut – Lebanon
· Execute and perform routine and various administrative duties: Prepare, type, format, edit, author and file correspondence, transactions and publications, develop and maintain appropriate documentation. 
· Update of pharmaceutical products bordereau. 

· Assist in preparing complete registration files of new products: handle regulatory issues, handle the re-pricing issues for pharmaceutical products.
· Handle the personal use program.

· Check invoices and prepare transactions to MOH.
· Invoice narcotics/psychotropics vouchers on Oracle system.
· Organize all infant milk, food supplements and cosmetics registration files.
· Report pharmaco-vigilance cases and medical inquiries.

· Responsible for all clinical trial activities carried out by Mersaco business partners: submissions, follow-up and reporting.

· Assist in quality and pharmaco-vigilance external audit.
· Follow-up on all deviation reports and on audit findings and ensure they are closed in a timely manner.
· Process all travel expenses reimbursements and process petty cash reimbursement consistent with company procedure and manage departmental procurement and needs.
· Oversee and coordinate administrative tasks and functions, including meeting organization, calendar management and preparation of expense report

Secretary (part time)






Jan. 2005-Nov. 2006

Doctor “Antoine Abou Rached” clinic (gastroenterology)

Hadat – Beirut – Lebanon 
· Organize and prepare patients files.
· Arrange appointments.
· Order supplies and equipments.
· Type all endoscopy report of patients.
Accounting







Feb. 2006 - Mar 2006 

AJECO sarl – Brick Construction Company 

Kfarchima Bridge – Beirut – Lebanon 

· Enter, register data.
· Enter journal voucher.
· Control stocks.
· Manage all secretary work.
Secretary (part time)






Jan 2003 – Oct. 2003 

Doctor “Antoine Abou Rached” clinic (gastroenterology)

Hadat – Beirut – Lebanon

	COMPUTER KNOWLEDGE


Microsoft office: Word- Excel- PowerPoint.

Visio

Adobe Photoshop.

Oracle Software.

	LANGUAGES


Good written & spoken Arabic, French and English.

	SUMMARY OF SKILLS AND CAPABILITIES


· Good communication skills both verbal and written.

· Organization skills.

· Project management. 

· Good analytical, evaluation and negotiation skills.

· Dedication to quality in all work tasks and deliverables.

· Ethical behavior since exposed to confidential information.

· Executing and achieving any administrative task.

· Working under pressure and under supervision in a dynamic environment.

· Ability to prioritize activities and manage multiple tasks.

· Objective and function independently from other departments.

· Compassionate and caring.

· Self-motivated, enthusiastic, flexible and able to go beyond the requested task.

	SOCIAL PROFILE


· Performance Management Certificate

· Emotional Intelligence Certificate in June 2021.

· Internal Audit of Quality Management Systems in Dec. 2019

· Sanofi third party day in September 2019

· Attending the Health Insight 9 in April 2019: Lebanon talks Healthcare.

· Attending the Health Insight 6 in June 2016: building a sustainable Healthcare Industry.

· Attending trainings for different Mersaco business partners regarding:

· Business ethics

· Healthcare Compliance and anti-corruption

· Quality

· Pharmaco-vigilance

· Fire extinguisher training sessions in April 2011.

· Basic first aid by Lebanese Red Cross in March 2009.
	REFERENCES


Available upon request.
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