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	Experiences

	

		Tailor Kit Catering
I Eat
Beirut Digital District
October 2017 - Present
	
	Cafeteria Manager
· Managed the Opening of the cafeteria hand in hand with the Owners.
· Manage kitchen and operation employees.
· Running all processes to keep a standard in service
· Manage the stock and inventory of goods.
· [bookmark: _GoBack]Close daily end of sales and send them to the head office.

	
	
	

	Reston Hotel
Lebanon, Jounieh
July 2017 – August 2017

	
	HR Officer in Charge
· Establish the HR department with all its SOPs.
· Prepare job descriptions for the positions available.
· Conduct all the interview process from initial screening to Final interview.
· Create an offer for any accepted candidate.
· In charge of the onboarding process.
· Handle NSSF papers.
· Create a filing system for employees.
· Established a code of conduct.
· Established a semiannual performance system.
· In charge of the staff canteen.
· In charge of staff birthday celebrations.
· Prepare work attestations.
· Administer the payroll process from A to Z of all employees.

	Sofil Catering
Lebanon, Beirut
May 2016 – June 2017
	
	
Training Coordinator 
· Prepare and conduct training for current employees.
· Manage employee files regarding official papers.
· Screen and call candidates via telephone.
· Schedule Interviews.
· Coordinate with external recruitment agencies when needed.
· Assist in the preparation of job descriptions.
· Assist in the monthly payroll process.
· Maintain the training filing system.
· Prepare work attestations and certificates.
· Established an orientation program with the handbook.
· Coordinate corporate training seminars.
· Coordinate with external training companies to conduct training.
· Maintain an up to date training scorecard that is used for assessing training needs.
· Coordinate outings for the employees.
· Prepare team building activities for the employees.
· Perform a daily tour around the house to check all jobs are being done effectively.
· Helped create a Green Environment, started a recycling program with conducting a training regarding recycling.




		

		Chopsticks
Beirut, Dbayeh
2015 – 2016
	
	
Assistant Branch Manager	
· Creating weekly schedules for the staff
· Monthly stock control, by performing inventory check
· Retaining employees by:  conducting different trainings and keeping a training scorecard, and creating a reward system which motivates employees.
· Provide an elegant service to our guests.
· Scheduling 
· Running all processes to keep a standard in service
· Perform first and final stage of interviews for junior positions in the branch.




	

		Gilgamesh Resto Cafe
Beirut, Rabieh
2013-2015
	
	
Training and Development Officer	Summer 2012
· Training of new recruits: different service training, conduct the orientation, maintain an updated training scorecard.
· Creating weekly schedules for the employees
· Helped the employees during rush hour with providing service
· Retaining employees by creating a reward management system to keep employees motivated.
· Increased efficiency
· Made a 180 degree change in way of working
· Constructed new job descriptions




	

		BLC Bank
Beirut, Adlieh
JULY, 2014 – SEPT 2014
	
	
Intern in the HR department – Recruitment Officer	2009 - 2011
· Handle all incoming CVs from different platforms.
· Assisted in the initial screening process
· Calling candidates for tests and interviews as a second stage







	Education

	

		Haigazian University
Beirut, Hamra
2016 – 2017
	
	Human Resources Professional Diploma	2011 – 2013
· Personnel Administration 
· Labor Law, NSSF and Taxation 
· HR policies and Procedures 
· Recruitment & Selection 
· Job Design and Description 
· Organizational Behavior 
· Training & Development 
· Compensation & Benefit Schemes 
· Performance Appraisal & Management




	

		Haigazian University
Beirut, Hamra
2010 – 2015
	
	
Bachelor of Arts (BA) – Business Administration Emphasis Human Resources Management	2002 – 2006
· Strategic Human Resources Management
· Performance Management
· Compensation and benefits
· Negotiation
· Ethical leadership & Change Methods
· Organizational Behavior
· Industrial and Organizational Psychology
· Group Dynamics
· Training and development
· Introduction to Ethics
· Business English






	

	Certifications
	Skills

	

		· Certified Train The Trainer from Formatech
· Management Development Program From Done!
· Positivity in HR Management from Waznat
· L3 HACCP Certification from Boecker
· Basic First Aid and CPR training From Lebanese Red Cross

		Training
	

	Course Development
	

	Presentation Skill
	

	Microsoft Office
	


Each square is one year of experience




	                                                                           



