Hadi Mohsen
Contact Number: +961 71 792 005 / Email: hadimohsen8@gmail.com
Nationality: Lebanese / Location: Beirut-Lebanon

Experience:
Accountability Assistant – Norwegian Refugee Council 	               Dec 2023 – Present
· Handling services/complaint and feedback requests received through various communication channels, triage/classification of cases, channeling admissible cases to the assigned focal points in a timely manner as per FAQ's and community helpline SOP.
· Follow-up with the focal points on the status of cases, and act accordingly.
· Provide feedback to beneficiaries when necessary regarding their requests.
· Maintain the helpline database through compiling, revising, cleaning the data received.
· Handle sensitive calls/requests (related to SEA/ protection) and ensure that they are reported in a confidential and timely manner.
· Prepare and Facilitate area meetings, in addition to core competency monthly meeting.
· Prepare and co-facilitate different presentations to present in different areas.
· Work on Annual reports, trimester and monthly.
· Give induction training on accountability and dynamics/twilio to new focal points and accountability joiners.
· Handle NRC's hotline phone on a rotation basis (receive calls, register beneficiaries' requests/services, send follow up email to focal points)
· Handling Accountability Coordinator tasks on a rotation basis for example, work plan, communication with areas, and facilitate field visits.

Human Resources Internship- SalesEra International	             Sep 2023- Dec 2023
· Work with HR Manager & Resource recruitment department.
· Conducting Global Recruitment.
· Live recruitment and staffing assignments.
· Handle end-to-end recruitment, onboarding, joining formalities, and final feedback Visa and other requirement fulfilment of candidates.
· Preliminary rounds, docs collection and facilitation of further rounds.

Human Resource & Administration Assistant –LAU Hult Prize	          Sep 2023 – Nov 2023
· Assist in on-going recruitments: post positions, create tests on the respective platform, arrange appointments for tests, interviews, compile recruitment files.
· Conduct background checks, employment history checks and academic and education verification.
· Update personnel files and ensure that relevant documentation and information are kept in their respective files including updated JD and signed copy of national staff internal regulations.
· Search for, retrieve, compile, assemble and archive a variety of human resources and
       administrative data from computer files, records, reports or from other sources.
· Conduct weekly update of the Mandatory training reports.
· Update the staff contact list monthly.
· Place requests and follow up on new joiners.

Education Assistant – Norwegian Refugee Council	          Nov 2021 – Dec 2023
· Acted as officer in charge for one month.
· Conduct Field visits to the IS and Collective shelters in cooperation with ETO and EC to define the needs and identify new beneficiaries.
· Assist with preparation of outreach work and conduct frequent outreach information with identified communities.
· Provide outreach program in the community (life skills and recreational activities) according to the module, curricula, schedule and approach)
· Carry out Survey with children twice per cycle using NRC template and tools.
· Enter on daily and weekly basis data related to beneficiaries and activities in the education database.
· Assist in conducting and preparing regular mapping of relevant services being provided.
· Assist in conducting regular assessments and producing relevant reports (including focus group discussions, interviews, questionnaires, etc.).
· Organize and provide awareness sessions for children and parents.
· Contribute to preparation of relevant documents (including brochures, information notes, information board updates) for target communities.
· Monitoring and supervision of transport for beneficiaries (including accompanying beneficiaries on transport).
· Assist in designing the needed forms, questionnaires and other templates.
· Report weekly & monthly (or more often, if required) on activities and results to the relevant NRC staff.

Child Protection Focal Point – Norwegian Refugee Council	            May 2022 – Oct 2022
· Undertake field monitoring missions and collect protection information on a regular basis though facilitation of surveys, interviews, and focus group discussions.
· Assist the team in identifying and responding to emergency cases, especially internal referral.
· Support implementing and operational partners as well as displaced and local communities to develop community.
· Maintain an up to date and in-depth understanding of community dynamics.

Educator – Norwegian Refugee Council	             Dec 2020 – Oct 2021
· Implementing qualitative educational support to the children benefiting from the educational programs.
· Sending educational videos and BLP videos to the developed virtual classes shared by the ETO.
· Responding and correction to homework and activities sent by the students.
· Preparing a file for each child to document the homework and activities and fill the tracking tool.
· Maintaining a safe and comfortable environment for the child, considering diverse cultural, psychosocial and educational needs
· Keeping an ongoing positive communication with the parents regarding educational progress.
· Filling each child’s attendance, reporting any absences and highlighting any absences, which require follow-up by the assistant or officer.
· Identify and refer cases of children/beneficiaries who are identified to have any protection risks.
· Encourage creativity and social interaction with children and assess the children (pre-test and post-test).

Education
Diploma: Human Resource Management – Lebanese American University            2023 – 2023
Diploma: Humanitarian Leadership – GHI-AUB	      2022 – present
Bachelor’s degree: English Language and Literature – Lebanese University           2018 – 2021

Volunteer
Secretary and Recruitment – Lebanese Red Cross, Youth Sector                  June 2023 - Present
· Gathering and analyzing data, then summarizing key findings and progress. For the monthly report,
· Taking minutes of a meeting, document important discussions, decisions, and action items.
· Data entry accurately input information into designated systems or spreadsheets.
· Preparing legal papers like resignations or requests, ensure accuracy and follow proper procedures.
· Creating Google Forms to collect data and analyze the data for insights and trends.
· Assisting in the recruitment process of new volunteers.

Program Officer – Lebanese Red Cross, Youth Sector	                               Oct 2022 – Present
· Youth and health program facilitator.
· Conduct different sessions and topics related to self-steam, decision making, stress management and others.
· Organize outreach activities and visits to schools, universities, vocational schools, NGOs/ community local points and others.
· Conduct field monitoring visits to ensure quality implementation in specific areas.
· Support the team in data entering and preparing the processed data and any administration related Issues.
· Assist in organizing, preparing, and running meetings, and workshops.

Data Base Assistant – Stand for Women	               Oct 2022 – Feb 2023
· Serve as the database Volunteer.
· Enter and clean up data while monitoring.
· Passionately support the vision and mission of stand for women.
· Assist Manager in data collection and conducting phone calls.
· Ensure accurate input of all data.
Skills
Reporting, Monitoring, Development, empowering people, and Administrative Skills.
 Computer Skills: Microsoft Office (Word, PowerPoint, Excel, Outlook, Office365)
Languages: Arabic Native Language |English B2


