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Seeking a role in human resources with an emphasis on team development and staff training within a diverse, energetic, and supportive team where I can expand my knowledge and acquire extensive experience that can be further utilized.
SKILLS 

· Advanced Microsoft Office Proficiency (Excel, Access,
PowerPoint, Word). 
· Proficiency in Oracle software, AS400 systems, Wintime AUB, and EPIC system.
· 2 years Customer Service Experience.
· Academic research skills: literature review, information analysis, constructing thesis proposals. 
EXPERIENCE 

CLINICAL RESEARCH COORDINATOR OF EPILEPSY PROGRAM• AMERICAN UNIVERSITY OF BEIRUT MEDICAL CENTER • APRIL 2020 - PRESENT 
· Overseeing the smooth running of clinical trials. 
· Collecting, coding, and analyzing data obtained from research. 
· Monitoring research participants to ensure adherence to study rules. 
· Liaising with laboratories regarding findings. 
· Ensuring that the necessary supplies and equipment for a study are in stock and in working order. 
· Prepared detailed budget sheets which are critical element of the funding process for the Epilepsy Program. 
ADMINISTRATIVE CLERK • AMERICAN UNIVERSITY OF BEIRUT MEDICAL CENTER• JANUARY 2017 – MARCH 2020 
· Performed the staff’s pre-payroll preparations on AUBMC’s software. 
· Managed multiple Oracle system activities (ordering store, recording receipts/paychecks, following up on order approvals and delivery). 
· Conducted administrative duties required for the department's operation. 

EDUCATION 

· MBA Human Resources Management • 2023 • Arab Open 
University.  
· Bachelor of Arts in Accounting • June 2021 • Arab Open University

