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 Professional Summary
Training, Programs, and Administrative Coordinator with 6+ years of experience in coordinating training activities, student engagement, and program operations. Skilled in managing field monitoring, data collection, reporting, and partner communication to ensure timely and high-quality program implementation. Adept at managing project calendars, facilitating workshops, gathering feedback, and documenting lessons learned to drive continuous improvement. 
Core Competencies
·  Training Coordination & Implementation – Overseeing project activities, field visits, and training sessions.
· Project Management & Tracking – Creating project calendars, managing deadlines, and ensuring timely deliverables.
·  Student and Beneficiary Engagement – Facilitating workshops, collecting feedback, and strengthening communication platforms.
· Reporting & Documentation – Preparing weekly/monthly updates, capturing lessons learned, and best practices reporting.
· Stakeholder Liaison – Serving as the link between trainers, beneficiaries, and project teams.
·  Field Monitoring & Supervision – Conducting regular site visits and quality assurance.
·  Technical Skills – Microsoft Word, Excel, PowerPoint, Outlook, Canva, Project Tracking Tools.
Professional Experience
Programs & Career Hub Coordinator                                                                                 CIS Group Lebanon | 2023 – Present
· Coordinate national employability programs (Nammi Skills Initiative, STRIPES, IFC Employability Study) to enhance student career readiness.
· Train 50+ students monthly on CV writing, LinkedIn optimization, and job search skills, while linking 10+ students monthly with job opportunities.
· Conduct weekly engagement with 30+ students, ensuring continuous support, feedback collection, and career guidance.
· Lead field visits across Lebanon to monitor training sessions, evaluate impact, and gather insights for reporting and program improvement.
· Manage project calendars, tracked program milestones, and supported reporting through structured data collection and lessons learned documentation.
Operations & Project Coordinator                                                                              HS Brands Global Offshore | 2021 – 2023
· Coordinated 10+ mystery shopping projects monthly, ensuring timely delivery of client requirements and project objectives.
· Recruited, trained, and briefed 50+ mystery shoppers per month on client-specific standards and evaluation protocols.
· Quality-checked 100+ field reports monthly to ensure reporting accuracy and adherence to project guidelines.
· Monitored project progress, troubleshot operational challenges, and maintained strict project timelines.
· Served as the communication link between international clients and field teams to ensure smooth project execution and satisfaction.
Administrative & Operations Coordinator                                                                                              REP Group | 2019 – 2021
· Managed internal operations, ensured timely document handling, and supported multi-departmental workflows.
· Supported scheduling and internal reporting for project-related activities.
· Assisted in optimizing administrative processes for increased operational efficiency.

Education
Bachelor’s Degree in Journalism - Lebanese University – 2016

Languages: 
· 
· Arabic – Native
· English – Fluent


Certifications
Employability Skills TOT: Empowering Student Excellence with Employer focused techniques for Career Departments
· 
· Resume writing
· Interview preparation
· Job Search strategy








