Basima Hobballah Nahas
(Mejdlaya-Zgharta) - Lebanon
Mobile Number: +9613724341 | Email: basimahbl@hotmail.com

Place and Date of Birth	: Kuwait, January 19th 1967 
Nationality			: Lebanese
Marital Status		: Married


Career Objective
I'm aiming for a position with a corporation that fosters professional growth and upholds a leadership position by putting my administrative expertise to use. I have a lot of experience managing various administrative tasks and dealing with customers. My 30 years of management, organization, guidance, counseling, and other administrative experience, as well as my prior education and participation in numerous training sessions, seminars, workshops, and conferences, serve as the foundation for this goal.

Educational Background
	2017- In Progress
	City University 				 Tripoli-Lebanon
Master of Business Administration (Management)
Completed all subjects except for the thesis

	1989
	Al Yarmouk University 			Jordan 
Bachelor of Administrative Sciences
Major: Banking and Financial Sciences 
Minor: English Language

	1984
	Al Jeel Al Jadeed High School		Kuwait 
Certificate of General Secondary Education – Literary Section


Work Experience
	2002-2020
	City University 	   Tripoli-Lebanon
· Head of Admission and Registration
· Member of the Board of Directors
· Career Development & Guidance Counselor
· Alumni Relations Coordinator
· Financial Aid Supervisor

	1993-1999
	Future Security Co. 					Tripoli-Lebanon 
Executive Secretary

	1991-1993
	Al Riad Group Co. 					Tripoli-Lebanon
Office Manager

	1990
	Al Zawiya Al Kuwaitiya Co. 			Kuwait
Executive Secretary & Exhibitions Coordinator


Duties and Responsibilities 
Admission and Registration:
· Plan, organize, and carry out orientations; give oral presentations to students and others.
· Provide high-quality services to students, faculty, and administration departments.
· Responsible for developing and implementing a budget.
· Assist in counseling returning students who have been away from the university.
· Create a detailed workflow for each office transaction.
· Resolve registration-related issues such as errors, prerequisites, and others.
· Strive for continuous improvement and enhancement of procedures, and recommend changes and modifications in academic rules and regulations, as well as monitoring the implementation of these rules, procedures, and policies.
· Reviewed regularly student feedback and suggested ways to improve processes and student service level.
· Maintain academic records for all students and their studies.
· Examine petitions and attend Faculty Council meetings.
· At the end of each term, review the performance of students' grade entry of class rosters.
· Serve as the degree audit evaluator for students who have completed their degree requirements.
· Determining students' eligibility for graduation and planning commencement activities.
· At the end of each year, be in charge of preparing the Commencement Booklet.
· Attend ad hoc committees for graduation ceremonies and order diplomas.
· Member of Faculty Councils and Committees, depending on the nature and function of the council/committee.
· Attend conferences and professional meetings related to the Office's functions.
· Assist with Institutional Research and ran fundamental analysis and quality control to draw conclusions.
· Implemented a new loyalty program to ensure that new students grow into a loyal customer base.
Member of BOD:
· Examining the mission statement, operations, financial status, board structure, and liability insurance of the university.
· Maintains and oversees the development of academic standards for programs and courses by applying the University's mission.
· Developing policies for programs and services.
· Examine policies and procedures for academic continuity and performance during times of adversity, whether internal or external.
· Working to create a university governance system.
· Set significant program fees and approve the annual budget.
· Encourages research within university departments.
· General supervision of the university's academic work, including guidance on instructional methods, evaluation, and academic standard improvement.
· Examines new academic programs in the presence of their creators.
Career Development & Guidance Counselor:
· Facilitate connections with universities and employment agencies.
· Conduct lectures given by company managers to develop employability skills.
· Coordinate with academic departments to provide internship students with training.
· Assist students in achieving their goals by providing the best possible guidance.
· Provide students with the moral and psychological support they need to develop their skills and abilities and help them find their future careers.
· Assist people in better understanding themselves and the emotional conflicts that may arise in their daily lives as students.
· Follow up on non-academic reasons for the student's failures and lack of success.
· Provide leadership and collaborate with other university educators on non-academic difficulties and problems that students face.
· Help students identify their weaknesses and strengths and guide them to pursue a major of their choice if they enroll in majors for any reason.
· Discuss with parents any special issues that may arise with their children.
Alumni Relations Coordinator
· Create a strong bond between the university and its alumni.
· Hold on-campus meetings between Alumni members and last-semester enrolled students to encourage graduating fellows to join the Alumni and participate in its activities.
· Invite Alumni members to university events and activities, both on and off campus.
· Maintain an up-to-date database of graduating students.
Financial Aid Supervisor
· Create and review financial aid policies such as scholarships, President's awards, and so on...
· Examine and evaluate financial aid applications for eligibility.
· Examine financial aid applications and other financial documents for accuracy.
· Respond to general student questions about financial aid and cost concerns.
· As needed, assist in the creation of work schedules for student workers.
Executive Secretary & Office Manager
· Handling basic office tasks like filing, answering emails and phone calls, delivering mail, and setting up meeting rooms and presentation materials.
· Reporting, contract drafting, and data entry
· Create and organize information, as well as reference tools for ease of use.
· Greeting and receiving visitors and clients.
· Increased the customer satisfaction by improving the customer service.
· Improved the communication with the marketing department to better understand the competitive position.
· Directed the development and implementation of a Business Continuity Plan.
· Coordinating schedules and managing calendars for multiple parties to ensure activities are properly organized and conflicts are avoided.
· Making travel arrangements and preparing paperwork.
· Ordering and distributing office supplies, maintaining proper stock levels, and repairing or replacing office equipment.
· Conduct precise research and analysis.
Exhibitions Coordinator 
· Preparing and planning exhibition programs.
· Task coordination with technical sources.
· Communicate with the owners of artistic works and plan workshop dates.
· Organizing exhibition transportation and ensuring all custom documentation is correct and completed on time.

Trainings

	1989
	Al Nassriya Exchange Co. 						Kuwait Training on Capital Investment
Buying & Selling Currencies & Precious Metals Operations

	1987
	Commercial Bank of Kuwait 					Kuwait
Training on Banking Job through Daily Movement
Banking Operations – Current & Saving A/c. – Loans – Deposits & Withdrawn


Workshops
	2017
	Time Management
Conducted by Life Management Center	         City University Premises	         Tripoli-Lebanon

	2018
	Leadership
Conducted by SMARTMAN 	         City University Premises	         Tripoli-Lebanon

	2019
	Administrative Sales
Conducted by SMARTMAN	         City University Premises	         Tripoli-Lebanon

	2019
	NGO’S Management
Conducted by Life Management Center	          City University Premises	          Tripoli-Lebanon

	2019
	Emotional Intelligence
Conducted by Life Management Center	         City University Premises	         Tripoli-Lebanon

	2019
	Public Speaking
Conducted by Life Management Center	         City University Premises	         Tripoli-Lebanon

	2019
	Preparation and Evaluation of Feasibility Studies for Small and Medium Enterprises
Conducted by Arab Planning Institute 	        Azem & Saadeh Association	        Tripoli-Lebanon

	2019
	The Art and Basis of Site Selection for Small and Medium Enterprises
Conducted by Arab Planning Institute 	        Azem & Saadeh Association	        Tripoli-Lebanon

	2019
	Training of Mentors on the Mentorship Program – Work Experience
Conducted by Mentor Arabia 	         City University Premises	         Tripoli-Lebanon

	2019
	Mentorship – Practical Experience
Conducted by Mentor Arabia	         Center of Taehil El Maharat	         Bhannine-Lebanon




Computer Skills

Proficient in Microsoft Office (Word, PowerPoint and Excel).
Soft Skills

· Effective management and communication skills in both speaking and writing
· Ability to handle multiple tasks
· Ability to manage employees and supervise performance with maximum efficiency
· Presentation skills
· Self-motivated personality
· Ability to use time effectively
· Ability to work under pressure
· Resilience
Languages 
(Arabic and English): Very good in both writing and speaking
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