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Administrative Management Specialist-Assessment Officer





Junior information system analyst with a background of providing administration and office support for organizations. Innovative and skilled in administration management, operational supervision, training, monitoring and assessment. Looking for abroad opportunities to invest in my skills and knowledge. Excited for new challenges to show my expertise and develop new skills.





SALWA EL MAIS











Born on: 26/05/1997 








WORK EXPERIENCE





Nationality: Lebanese








Keen International:


Monitoring and Evaluation Officer 





CONTACT





  May 2019 –May 2023





Resources Management.


Keep track on targets and development.


Assisted activities with the leading partner and monitored on deliverables’ progress.


Monitored on participants and trainers.


Tracked the projects progress, analyzed the feedback of the completed courses and reported them.


Conducted daily and weekly follow ups with participants and implementers.





Address: Chtoura, Lebanon





Mobile:+961 81 350 340





Email:salwaelmais@gmail.com





EDUCATION





Outreach and Assessment Officer





Master of Business Management





Outreached youth to participate in projects taken place.


Handled data entry tasks.


Developed strategic plans on the long term.


Maintained the outreach events calendar 


Worked closely with community partners for events implementation.


Scheduled and assisted with groups the meetings and presentations.





  Feb 2018 -Apr2021





           Lebanese International University / Lebanon


             Nov 2021 - Mar2023





Bachelor of Management Information Systems





Lebanese International University / Lebanon


      Nov 2015 – July 2018





Administration Manager 





SKILLS





 Provided administrative support.


Developed daily, monthly and annual reports.


Welcomed participants and trainers.


Maintained office supplies and reported if orders needed.


Data Entry.


Organized on-site and online trainings.


Handled participants’ registration.


Provided accurate data with continuous follow-up for procedures.





  Apr 2017 –March 2021





Professional


Communication, Networking & Relationship Building                


Organization


Team Management


Project Management


Adaptable & Thrives Change in Various Environments


Calendar Management


Planning


Team Leading & Playing


Problem Solving


Monitoring


Report Writing


Hyper Worker





Jan 2018 –June2019





Trainer 





 Trained youth Leadership & Entrepreneurship.


Helped them have new mindsets.


Aided them in finding new ideas.


Conducted the curriculum as should be. 


Maintained a clear understanding for students with good delivery of information.


Worked closely with community partners for events implementation and other activities.


Scheduled with groups the meetings and presentations.








Technical


Microsoft Office


PowerBI Desktop


Google Workspace


Zoom


Data Entry (Spreadsheet)


Microsoft teams








REFERENCES





Language:


Arabic (Native)


English (Fluent)





Khouzama Hashem


DOT Lebanon/ Responsible Partner





Nada El Mais


Keen International / President and Founder





Phone: +961 76 022 210





Phone: +961 03 924 236





Email: Khachem@dotrust..org 





Email:nadaa.maiss@gmail.com








