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SANDRA HAMADEH

Experience

June 2021, till Present
                    Entrepreneurial Development Foundation


 Beirut, Lebanon


Position: Volunteer
· Preparing grants proposals, writing concept note, fundraising
-      Assessing beneficiaries

· Handling new project outreach
August  2003  till June 2021

            Training, Technical Writing


            Lebanon,  Jordan


Position: Trainer, Writer, Translator
· Designing training material, conducting training for public and private institutions 
( Software skills, HR, Marketing, sales, Business Planning and development, Leadership, Public speaking and  presentation skills, Entrepreneurship, CSR, Quality, Succession planning, project management, Time Management, Stress Management, Crisis Management, Customer relationship Management, Research Methods, Bid Management, Strategic Planning, critical thinking, Supervising of Trainers, etc…)   
· Preparing grants proposals, writing concept notes for private and public institutions, CBOs, NGOs, and INGOs
· Research papers
· Reports

· Books and articles reviews
March  2020  till May 2021


International Mentoring & Coaching Camp

Amman - Jordan


Position: Owner

· Designing, Supervising and Conducting Mentoring and coaching for Youth

· Managing the database of Mentors and Coaches
· Preparing grants proposals

· Coordinating with Universities and Schools in Jordan and the region 
January 2018 till May 2021


Green Universities and Schools Programs

Amman – Jordan
Position: Consultant

· Conducting green programs
· Handling procedures
· Preparing grants proposals
March 2017 till May 2021
                          Career Counseling and Recruitment

               Amman- Jordan
Position: Counselor
· Conducting guidance sessions for youth, high school students and undergrads

· Conducting career counseling sessions for Graduates, and Executives

· Conducting coaching sessions

· Matching profiles with vacancies
· Mentoring for Entrepreneurs

March 2017 till May 2021


Lebanese American University



Beirut - Lebanon





LAU Consult

Position: Consultant – Amman 
· Meeting with schools, NGOs, Corporations for education and development programs
· Negotiating proposals

· Setting and attending meetings with Universities in Amman and LAU to draft agreements

· Negotiating Executive education programs agreements with Universities  
February 2016 till May 2021


German Jordan University



Amman - Jordan





School of Management and Logistic Sciences
Position: Research Assistant (Socio-economic, Entrepreneurship, Innovation)

                 & Outsourced Professional Trainer
· Preparing literature review

· Handling secondary research
· Conducting primary research

· Writing research proposals and reports
· Marketing and conducting training courses

March  2016 till March 2018

Digital Video



             Amman - Jordan


Position: Mentor & Business Consultant

· Handling strategic planning

· Preparing Proposals

· Setting action plans

February 2016 till March 2017

German Jordan University



Amman - Jordan





School of Management and Logistic Sciences 





Position: Instructor (Part-Time) & Research Assistant

· Teaching courses (Quality Management, Purchasing Strategies)

· Handling debates

· Holding seminars
September 2015 – May 2016


Nebo Eco Tourism


Madaba - Jordan



Position: Mentor & Business Consultant
· Preparing proposals for women entrepreneurial projects based on EU requirements
· Setting action plans
· Handling amendments

· Advising for  purchasing and operations

January 2013 till December 2017
GAMA GROUP:





Amman- Jordan




GAMA Telecom
- GAMA Logistics -



GAMA Training & Consulting 



Position: Chief Executive Officer
· Participating in corporate strategic planning and implementing strategic goals and objectives
· Setting company policies, procedures, profiles, QMS
· Restructuring departments
· Implementing programs including marketing, sales, distribution, accounting and finance
· Preparing budget and sales forecasts 

· Reviewing financial and operating reports
· Conducting daily staff meetings
· Managing all departments on daily basis to ensure that it is consistent with corporate policies and objectives
· Taking on primary responsibility for efficient daily operations
· Approving wage and bonus schedules in line with budget and operations
· Overseeing sales, delivery, distribution, pricing, accounting and customer service

· Handling public relations 
· Advising and directing the team offering assistance and guidance where needed

· Handling clients sales and marketing projects (in different sectors: financial, IT and Telecom, media, tourism, NGOs….)
· Resolving important customer complaints and service problems

· Attending  conventions and seminars 
· Preparing and carrying trainings Soft skills: communication skills, conflict resolution and negotiation, personal effectiveness, creative problem solving, strategic thinking, team building, influencing skills and selling skills, customer care, business etiquette, etc…
August 2008 till January 2013


01Tracks 


             Amman- Jordan

Position: Business Development and Quality Manager

· Establishing a sales and marketing department

· Building and guiding top-performing marketing teams

· Carrying out sales and marketing training courses
· Carrying Recruitment and HR training sessions  
· Managing the Marketing Department Budget

· Delivery of all marketing activities within agreed budget

· Directing  marketing staff where budgets are devolved 

· Sales organization planning, development, and implementation 

· Managing the sales development in the MENA region

· Developing   and  implementing a company-wide go-to-market plan, working with all departments to execute

· Setting and conducting marketing, advertising and promotion plans 

· Developing, positioning and marketing activities, including exhibitions, mailings, flyers, sales pitch presentations, etc.

· Conducting market and product technology research 

· Organizing and developing specific customer-relations programs in order to maintain an excellent and healthy relationship with company’s clients

· Planning and organizing the implementation of the brand strategy to ensure the achievement of all targets in support of the brand strategy 

· Directing and controlling staff in the implementation of  branding activities and initiatives to ensure that they are appropriately motivated and trained and carry out their responsibilities to the required standards

· Evaluating customer research, market condition and competitor data to implement brand-planning changes as needed

· Assisting in the development of long term brand strategy and implement short to medium term objectives in support of strategy.

· Providing support to product marketing to develop customer prepositions and marketing communications

· Maintaining regular contact with other functions and managers and particularly with legal advisers to ensure strong brand protection

· Providing the main source of expertise to the company in relation to brand development and maintaining an awareness of any relevant development in this field

· Creating new concepts for product awareness

· Coordinating cross functional work teams and outside agencies to implement plans

· Establishing, running and continually improving all advertising and branding operations 

· Formulating  product and service development strategy

· Managing the proposal development process 

· Driving growth in targeted markets through implementation of key projects 
· Handling projects for all types of clients locally and regionally including NGOs and governmental tenders.
· Web site management



· Preparing the company team for ITIL and ISO 20000 certification
September 2005 till July 2008


ma.ven.s 

        
Beirut-Lebanon

Position: Knowledge Administrator & Management Consultant
Duties:    

Management Consulting:

- Conducting in-depth interviews for companies 
- Assessing the departments and employees work

- Handling process mapping for departments and developing new manuals including: procedures, forms, flowcharts, job descriptions

- Training employees on the new manuals

- Following up on the implementation
Financial Consulting:
- Reengineering financial and accounting departments
- Providing gap analysis for existing accounting and financial procedures
- Reviewing reports generated from existing accounting and financial systems
- Reviewing audit reports and amend in accordance to the audit comments
- Setting accounting and financial manuals
HR Consulting: 

- Re-organizing Recruitment Department 
      

- Following up on the recruitment application

- Managing CVs entry on the recruitment application
- Reengineering HR departments and writing HR manuals for clients
Recruitment Assignment like: 
- Writing and analyzing job descriptions  
- Posting job ads

- Sourcing & screening of CVs

- Short listing candidates and phone interviewing 

- Conducting interviews

- Handling psychometric tests for candidates

- Writing synopsis

- Setting client interviews

- Insuring candidates’ contracts signature

HR Assignments like:
-  Understanding companies organization structure

· Preparing job descriptions 

· Preparing workshops
 Software’s Consulting:


- Follow up on website construction

- Arrange website data

Research Consulting:

- Desk Research: Internet, references, magazines, newspapers

- Handle data analysis on SPSS

- Chart processes and procedures on Visio

- Reporting results on Power Point presentations

- Recruitment assessment tools
Quality Consulting: 
- Process mapping
- Assisted in building Quality Management Systems

Data Management Consulting:

- Creating an Intranet for files 
- Handling server management   
Training Consulting:

- Assisted in carryout business training (Sales and Marketing, Managerial skills,..)
August 2003 till August 2005               Information International              

 Beirut-Lebanon

Position: Quality Representative

Duties: 

Quality:

 - Implementation of ISO and ESOMAR standards

· Carrying out internal quality audits to ensuring the implementation and maintenance of quality management system 

· Preparing for external audits

· Holding management review meetings

· Ensuring implementation effectiveness of  corrective actions

· Following up on training, awareness and development process

· Conducting in-house trainings 

Quantitative / Qualitative Research:

-   Conducting, checking, coding, data entry and data cleaning of completed questionnaires 

· Assisting in marketing research projects, as required and conducting desk research 

· Conducting field surveys

· Retrieving frequency tables and graphs output by the use of SPSS software

· Writing, proofreading, editing, translating and typing articles or projects

Internal Trainer

June 2005                                                           Information International                                                              Beirut, Lebanon
Microsoft Excel 2003 Worksheets 

May 2005                                           
     Information International                                                              Beirut, Lebanon

Microsoft PowerPoint 2003 Presentation 

August 2003 till August 2005        
   SCDA-INMA / SRI                            

Beirut-Lebanon 

- SCDA: Social and Cultural Development Association (Information International Sister Company)

- SRI: Previously Stanford Research Institute

Position:  Tourism Projects Researcher
Duties:  -   Participating in field visits to all Lebanese towns 

· Conducting desk research

· Writing tours descriptions and assisting in issuing brochures for the Ministry of Tourism
· Taking photos and preparing maps (Drawing, Scanning, Cleaning, Spotting)

· Developing and updating the photos database
· Participating in planning and executing promotional events (Garden Show, Ecotourism, HORECA)

Summer 2003            

Information International               
     

Beirut-Lebanon

Position: Research Trainee

Duties:  -      Conducted field researches

· Helped in preparing opinion polls

· Assisted in data entry, preparing results and issuing graphs
Summer 2003          

                               BYBLOS Bank                                

Beirut-Lebanon

Position: Branch Trainee

Duties:  -      Trained & assisted at the bank daily operations

· Attended customers interviews at the retail department

· Followed closely retail files through the risk analysis process

· Worked in different bank’s departments
Summer 2002                                             BLOM Bank                        


Beirut, Lebanon 

Position: Strategic planning department trainee
Duties: -       Aided in updating the website

· Assisted in issuing claims

· Assisted in training new Internees 

· Contributed to conducting statistics

· Helped in implementing Visa cards’ offers 
Training

	Date
	Topic
	Provider
	Location

	October 2017
	Ambassador of International Peace
	International Peace Ambassadors Academy
	Amman, Jordan

	December 2016
	EMPRETEC EntrepreneurshipTechnologyWorkshop 
	UNCTAD 
The United Nations Conference on Trade and Development
	Amman, Jordan

	August 2016
	Certified Innovation Manager
	Leipzig University Germany “SEPT” 
	Amman, Jordan

	February 2012
	QMS Auditor/Lead Auditor Course
	Lloyd’s Register 
	Amman, Jordan

	January 2010
	ITIL V3 Foundation Course
	HD Consults
	Amman, Jordan

	March 2006
	Photography
	Fadi Yenni Turk
	Beirut, Lebanon

	July 2005
	The Internet and the Digital Libraries, how they can be used in the Public Libraries 
	UNESCO  
	Beirut, Lebanon 

	June 2005
	Expanding Economic Opportunities Project "Packaging and Labeling for Export Success Workshop"
	SRI International
	Beirut, Lebanon 

	May 2005
	Microsoft Access 2003 Database
	Information International       
	Beirut, Lebanon 

	March 2005
	WINISIS Software for Libraries
	UNESCO
	Beirut, Lebanon 

	February 2005
	Prince 2 Project Management
	Pearce Mayfield                       
	United Kingdom 

	November 2003
	Internal Auditing Training Course
	Intertek International Ltd.         
	United Kingdom 

	September 2003


	ISO 9001:2000 Overview
	Intertek International Ltd.       
	United Kingdom 



Education

2006 – 2011                                                   Lebanese American University  

               Beirut – Lebanon 

Masters of Business Administration
2000 –2003                                                       Hariri Canadian University  

               Mechref – Lebanon 

BBA in Business Marketing 
Special Skills

· Conducting studies
· Completing tasks on time

· Understanding human behavior

· Communicating clearly & persuasively
· Good software skills in: Microsoft Office 2003 (Word, Excel, Access, PowerPoint, FrontPage, Visio) SPSS 12, Photoshop 6.0, Corel Photo Paint 9, Picasa2, Borland C++, Visible Analyst V6.3, Internet Explorer , MS Project 2003, ShortMaze – ITIL Service Desk, STS - Salary Transfer System, ATS – Applicant Tracking System,  BankPro Banks’ Internal Processes Solution, C4 Mizan – Connector for  Ministry of Justice System, eMorasalat – Correspondence Management System, eMaktab – Committees and Meetings Management System, BillPro –    Connector for eFawateercom, Jordan Central Bank system. 
Languages
Good command of Arabic and English with fair knowledge of French, Japanese, and German.
Personal Background

Born in Lebanon . Interests include photography, organizing events, swimming, playing tennis, basketball, and football, reading, music, traveling, and camping. Greenpeace Mediterranean supporter. Murshedat (Arab Women Entrepreneurs) Mentor, International Baccalaureate Entrepreneurs Mentor. Al Hussein Cancer Center Volunteer (Kids’ Dream Program). Additional detailed information on experience, education, and personal is available upon request.
References
	Name
	Tile
	Institute
	Phone
	Email

	Metri Mdanat, PhD
	Associate Professor, 

Head of the School of Management and Logistic Sciences
	German Jordanian University
	+962799062815
	Metri.Mdanat@gju.edu.jo
Top of Form

Bottom of Form



	Ghazi Samawi, 

PhD
	Associate Professor, Vice Dean for Industrial affairs
	German Jordanian University
	+962799996337
	Ghazi.samawi@gju.edu.jo


	Walid Touma, 

PhD
	Director of LAU Consult and Enterprise Office
	Lebanese American University
	+9613274822
	Walid.touma@lau.edu.lb


	Afaf Nehme

	Executive Director
	Entrepreneurial Development Foundation (EDF)
	+9613601497
	afafnehme@edf-lebanon.org


	Costa Doumani
	Managing Director
	ma.ven.s
	+9613000450
	costadoumani@mavens.com.lb


	
	
	
	
	


