Dana Jradi
HR Specialist
''I am a talented, motivated and highly enthusiastic individual seeking to take my career to the next level through diverse positions in the work place.''

  jradidana98@gmail.com
+48451031176
Gdansk, Poland
linkedin.com/in/dana-jradi-a4ab31195

EDUCATION
Master degree of International Management
Wyższa Szkoła Bankowa w Gdańsku
10/2022 - Present
Gdansk, Poland
BS Human Resources
Sagesse University
09/2016 - 06/2021
Beirut, Lebanon
High School
Lycee Emmanuel School
09/2015 - 06/2016
Beirut, Lebanon


WORK EXPERIENCE

Compliance Coordinator
AMAZON
11/2022 - 02/2023
Gdansk, Poland
Achievements/Tasks
· Ensure imported products have been tested in certified laboratories and that they comply with the legal requirements of the importing country.
· Classify products based on their potential hazardous risk, for regulatory storage and transportation purposes.
· Take appropriate actions in order to protect customers from recalled or unsafe products.
· Identify and remove from the website products that violate our Restricted Products policies and proactively satisfy Amazon’s regulatory obligations for these products.
· Participate in projects within the team in order to improve optimization and standardization of global trade processes and best practices within Amazon’s internal businesses.
· Leading document conversations and being active in customer meetings.
· Leveraging creativity and inspection to identify and improve processes.
· Informing through reporting across a plethora of stakeholders and leadership.
Using a keen eye for detail on quality process issues and bringing your expertise to corrective actions.

Customer Service Agent
Sitel Group
04/2022 - 07/2022
Gdansk, Poland
Achievements/Tasks
· Ensure that all communication with the customer meets established quality standards.
· Provide appointments, commercial information and doubts resolution.
· Ensure that everything is correctly registered in the CRM system to process the information.
· Identify the needs and provide the right services for every conversation.
· Pursuing responsibilities, understanding and complying with safety measures and company policies, and working with a continuous focus on personal progress and on improving customer experience.

English Instructor
Connect School
09/2022 - Present
Gdansk, Poland
Achievements/Tasks
· Teach basic English skills including reading, writing, and speaking.
· Compose lesson plans in order to successfully incorporate the full duration of each lesson.
· Execute lessons efficiently using different styles of teaching depending on the content.
· Teach students to analyze and question media reports, advertisements, and news reports.
· Teach students the spelling of words, and their meanings.
· HR Assistant
· United Group Company
· 05/2020 - 04/2021
	Beirut, Lebanon

Achievements/Tasks
· Assisting with day to day operations of the HR functions and duties.
· Providing clerical and administrative support to Human Resources executives.
· Compiling and updating employee records.
· Process documentation and prepare reports relating to personnel activities.
· Coordinate HR projects.
· Deal with employee requests regarding human resources issues, rules, and regulations.
· Assist in payroll preparation by providing relevant data.
· Coordinate communication with candidates and schedule interviews.
· Assist our recruiters to source candidates and update our database.
· Properly handle complaints and grievance procedures.


 Manager
Sky View Electronics
06/2019 - 09/2019
Beirut, Lebanon
Achievements/Tasks
· Maintains office services by organizing office operations and procedures, preparing payroll, controlling correspondence, designing filing systems, reviewing and approving supply requisitions, and assigning and monitoring clerical functions.
· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement.
· Completes operational requirements by scheduling and assigning employees; following up on work results.
· Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends.
· Contributes to team effort by accomplishing related results as needed.
· Achieves financial objectives by preparing an annual budget, scheduling expenditures, analyzing variances, and initiating corrective actions.
· Maintains office staff by recruiting, selecting, orienting, and training employees.
· Maintains office staff job results by coaching, counseling, and disciplining employees, and planning, monitoring, and appraising job results.
· Supports company operations by maintaining office systems and supervising staff.

Travel Consultant
Barakat Travel
03/2018 - 09/2018
Beirut, Lebanon
Achievements/Tasks
· Books flight and other transportation arrangements as well as lodging and tours.
· Provides information about travel destinations and accommodations.
· Visits sites in advance of recommending to tourists.
· Communicates with vendors of travel-related products to get the best deals.
· Markets and sells holiday and other specialized tour packages.

Internship
Bank Audi
06/2017 - 08/2017
Beirut, Lebanon
Achievements/Tasks
· Trade Finance Department
· Corporate Department
· Customer Service Department


Internship
Smart Production Line
04/2017 - 06/2017
Beirut, Lebanon

PERSONAL PROJECTS
Event Planning
01/2021 – Present
· Plan events- Birthdays- Business events- Weddings- Engagements.
· All your need of decoration and catering and all other necessities.


CERTIFICATES
Bank Audi Certificate of Achievement
· Trade Finance Department – Corporate Department – Customer Service Department 
Alison Certificate 
· International Human Resource Management 86% 

SKILLS
Recruitment – Communication – Management – Leadership – Employee Relations – Interview – Team Work – Multitasking – Decision Making – Time Management – Problem Solving – Employee Engagement – Human Resource Policies – Organizations – Human Resource Management – Customer Service – Conflict Resolutions – Human Resource Development – Event Management

LANGUAGES
English 
Native or Bilingual Proficiency 

Turkish 
Elementary Proficiency 

Polish 
Elementary Proficiency 


INTERESTS 
Writing – Learning Languages – Sports – Travel – Reading – Marketing 

