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EXECUTIVE SUMMARY

	I am a Business Administration graduate, dedicated, adaptable, with a proven track record in project management and working across different industries and functions. I am committed to personal and professional growth, promoting a collaborative working environment

SKILLS

	Project Management – Problem Solving – Talent Operations– Digital Tools – Collaboration Skills


	PROFESSIONAL EXPERIENCE

	

	



	05/2023 – 08/2023
	 Program Management  Intern – Publicis Groupe (Leo Burnett), Beirut, Lebanon


1. Supported project planning and execution, ensuring timely delivery of training sessions and workshops
1. Collaborated with diverse teams to streamline operational workflows, achieving program milestones
1. Monitored program metrics and provided actionable insights to enhance participant experience and engagement
1. Assisted in managing participant relations, addressing concerns and ensuring alignment with program objectives
	11/2022 – 04/2023
	 Treasurer - Help a Girl Out – Women Health Initiative, Beirut, Lebanon


· Managed the initiative’s financial records, ensuring accurate tracking of donations and expenses.
· Prepared budgets and expense reports to guide funding allocations for outreach programs.
· Collaborated with team members to organize awareness campaigns, effectively utilizing allocated resources.
· Played an integral role in securing funding by building relationships with NGOs.

	05/2021 – 09/2021
	 Accounting Intern – ARZ Autoparts, Beirut, Lebanon



· Supported day-to-day bookkeeping, including recording transactions and reconciling financial statements.
· Conducted inventory checks to ensure accurate tracking and valuation of stock.
· Assisted the accounting team in preparing invoices and ensuring timely payment processing.

	[bookmark: _Hlk146809193]06/2018 – 09/2018
	 Administrative intern – Children's Cancer Center of Lebanon (CCCL), Beirut, Lebanon



· Provided support for fundraising campaigns through event logistics coordination and stakeholder communications.
· Executed data entry and record-keeping accurately for administrative operations efficiency.
· Supported HR operations by maintaining accurate employee and volunteer records.

	EDUCATION

	

	09/2020 – 05/2024
	 BS in Business Administration – American University of Beirut (AUB), Beirut, Lebanon



	Class of 2020
	 High School Diploma – SABIS- International School of Choueifat, Choueifat, Lebanon


	
CERTIFICATIONS

	


· Smart Recruiters Certification – Marcel Completed
Acquired Expertise in talent acquisition and recruitment strategies
•     Digital Marketing Fundamentals – Udemy Completed
      Proficient in using Google Analytics, market research, social media management, and Meta Business Suite

	LANGUAGES

	


· English (Fluent)
· Arabic (Fluent)
