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Christelle Moarbes
Sassine Square, Achrafieh
DoB: January 4, 1992; PoB: Zgharta; Status: Single
Cell: 70-165117 ; Email : christelle.moarbes@gmail.com

EDUCATION

2016			Université Saint-Joseph
	Masters in Human Resources

2012			Université Saint-Joseph
Bachelor of Arts in Sociology & Anthropology

2009			École des Filles de la Charité
Lebanese Baccalaureat, Part II, Literature Section

PROFILE HIGHLIGHTS

· HR Professional with 9 years’ experience in large corporations
· Good interpersonal skills and ability to engage with audiences, given Sociology & Anthropology background
· Strong organizational and analytical skills
· Multi-tasker and can work very well under stress
· Entrepreneurial drive
· Efficient when working with groups or teams
	
PROFESSIONAL EXPERIENCE

August 2022 till present                     ZRE s.a.l.
                                                                HR Generalist

ZRE is the holding company that manages Beirut Digital District.

· Handling the talent acquisition workflow and ensure smooth running of operations and source potential candidates through various recruitment channels.
· Screen, interview, shortlist and recruit the suitable candidate in alignment with the job requirements.
· Ensure employee’s personal information updates on system while maintaining a high level of accuracy.
· Track probation period process and follow up with direct managers on the employees’ performance status
· Create, review and modify Job Descriptions
· Review HR policies and procedures constantly and recommend enhancements, when needed.
· Handle the onboarding and off boarding of new joiners and leavers.
· Establish wage and salary structure, pay policies and employee benefit programs.
· Propose new initiatives and motivational programs to ensure employee engagement and a great place to work environment. 
· Assess employee’s needs by conducting organizational surveys in order to build and sustain a positive and transparent culture.
· Promote and advance a learning culture within the organization.
· Conduct and deliver orientation sessions to ensure a smooth and professional integration of all new joiners.
· Assist in the performance review process by ensuring proper implementation of the system follow up on completion, review and re-visit of objectives.
· [bookmark: _GoBack]Develop and ensure the implementation of individual development and secure succession plan.





September 2013 till August 2022	ADMIC s.a.l.
                                                                  Senior Personnel Officer (2021 till present)
                                                                  Personnel Officer (2018 till 2020)
                                                                 Junior Personnel Officer (2015 till 2018)
                                                                Assistant Recruitment Officer (2013-2015, on a part-time basis)
					
ADMIC is a holding company in the retail sector, with more than 300 employees including sister companies (Citymall, Retail Management Group, Foodhalls, Damour Beach Resort, Lost Management, Outlet Mall)
									
· Responsible for the recruitment across the organization, which entails:
· Writing job descriptions of vacant positions and submitting them to department heads for approval
· Advertising vacant positions in company website, social networks and university campuses
· Handling all inquiries from job applicants
· Screening applicants, evaluating them according to scoring criteria template and checking their compliance with job descriptions
· Preparing short list of candidates and conducting preliminary interviews before recommending them to department heads for second rounds
· Once final candidates are selected, preparing employment contracts for signature
· Responsible for the orientation of new recruits and their integration across the organization, by following-up on their initial performance with their direct reports
· Informing non-selected candidates about their applications’ status
· Plan and organize recruitment drives at employment fairs on university campuses
· Managing Employee Database:
· Keeping individual employee records up-to-date and in compliance with corporate and governmental requirements
· Receiving & processing leave requests, while maintaining updated holidays balance
· Processing sick leaves and medical applications as per company policies
· Ensuring all payroll transactions are processed efficiently
· Collecting monthly timesheets
· Prepare employees compensation by collecting, calculating and entering data in order to maintain and update payroll information
· Schedule bank payments and paychecks directly to employees
· Keeping company’s HR Policies and Procedures up-to-date according to Ministry of Labor’s regulations and best practices.

ADDITIONAL TRAINING & INTERNSHIPS

· 2013	Internship at IBL Bank, in the Human Resource Department
· 2011	Internship at The Arab Center for the Rule of Law and Integrity- ACRLI
· 2011	Took part in International Labor Organization (ILO) survey on 
working conditions and compensation of children in Tripoli, Akkar and Bekaa Valley, in collaboration with the Sociology & Anthropology Department of Université Saint-Joseph

LANGUAGE SKILLS

Fluent in English, Arabic and French, both spoken and written

COMPUTER SKILLS

· Proficient in Microsoft Office, Microsoft Visio, SPSS, Navision, Sets

HOBBIES

· Swimming, camping
