Yousef A. Jomaa
 +961-71-429634
Yousef.jomaa@lau.edu

Objective: 
Seeking to leverage my technical and professional expertise to grow in the field of administrative management

Education:
Lebanese American University (LAU), Beirut, Lebanon

· Master’s in Business Administration					   Expected: Spring 2018

· B.S. in Hospitality & Tourism Management	      	           	           (CGPA 3.25/with Honors)
· University Scholarship Program Student (B.S) funded by USAID: 100%
	
Professional Experience:
LAU / Outreach & Civic Engagement (USAID):
· Administrative Assistant in Grant Management				 October 2016 (Current)
· Monitoring enrichment, leadership, and community service activities and projects
· Collecting, analyzing, and keeping close record of all issues in compliance with USAID grants
· Arranging events; liaising with organizations/NGOs regarding students’ civic engagements, trainings, workshops, and internships; day to day administrative tasks and logistics
· Following up on students and their mentors on a weekly basis and assisting in work plans
· Updating all information regarding students’ internships, grades, graduates’ employment status
· Checking students’ grades and courses on banner and coordinating with their academic advisers 

Dubai Air Show:
· Royal Pavilion Supervisor at Dubai Air Show, UAE				   November 2015/2017
· Responsible for the efficient and profitable service/operations during the airshow
· Managing staff in all aspects (handling their breaks/meal period requirements)
· briefing Chalet supervisor of his/her daily duties
· Preparing the Buffet set-ups and insuring its cleanliness and tidiness
· Placing buffet tags for main course and hot dessert
· Following chalet checklist and completing tasks
· Completing daily checklist to be signed by the section manager at the end of each day
· Ensuring that the correct procedure followed when additional orders are taken from client


Starwood Middle East:
· Intern at Four Points By Sheraton Le Verdun, Lebanon				          June 2015
· Cross Training between several departments:
· Front Office (Operations and Reception)
· Reservation
· Kitchen – Food and Beverage 
· Room Service


AIESEC in Lebanon: 
· Talent Management Support						             September 2015
· Member education and development
· Structuring a reward and recognition system
· Tracking and following up with all teams and individuals within the local committee

· Incoming Global Community Development Program, Matching Manager		          April 2015
· Conducting interviews for international volunteers
· Preparing relevant interview questions
· Providing training on various operational topics for AIESEC members
· Ensuring the host of international volunteers in Lebanon

· Organizing Committee President for Recruitment					            July 2015
· Selection and management of the OC team
· Ensuring personal and professional development of the OC team
· Interview candidates and evaluating them
· Sending acceptance/rejection and exempt letters
· Reporting to the Talent Management Coordinator

· Chief Delegate of STEP UP 2015 (National Conference)			             September 2015
· Ensuring transportation for delegates
· Ensuring payments of delegates
· Giving induction sessions about the conference
· Reporting to the business development team and the organizing committee	


USAID, World Learning, AMIDEAST:
D-RASATI Project (Developing Rehabilitation Assistance to Schools and Teachers Improvement)	           Mar 2014
· Survey Coordinator
· Filling surveys concerning the use and presence of technological equipment in public schools
· Examine the school and the students’ situation after interviewing the school’s principle
· Communicating with the USAID, World Learning, and AMIDEAST departments to take the appropriate measures concerning the school’s reality

Skills:
· [bookmark: _GoBack]Languages: English & Arabic – Fluent
· Proficient use of PictoChart, Video Scribe, Prezi 
· Proficient use of Microsoft Office (Word, Excel, PowerPoint)

Activities & Volunteer work:
· Member at LAU UNESCO Club							         2013-2015
· Member at LAU Safety Awareness Club						         2014-2015
· Member at LAU Hospitality Club							         2015-2016
· LAU NGO FAIR									           May 2014
