Charbel Yazbeck		     | +9613 113277 | charbel.yazbeck@yahoo.com

Objective

To pursue a highly rewarding career, by seeking a challenging work where I can utilize my skills and knowledge efficiently for organizational growth.

Work Experience

[bookmark: _GoBack]HR Officer ( 6 months fix-term contract)				Jul 17 – Dec 17
International Rescue Committee (IRC) 
The IRC leads the way from harm to home by responding to the world’s worst humanitarian crises and helping people to survive and rebuild their lives. IRC offers lifesaving care and life-changing assistance to refugees forced to flee from war or disaster. At work today in over 40 countries and 22 U.S. cities, we restore safety, dignity and hope to millions who are uprooted and struggling to endure.

Responsible for managing human resources activities for IRC Operations in Lebanon country program

Major Responsibilities:
· Ensure compliance to IRC HR Global and local policies and procedures.
· Conduct HR orientation for new staff members. 
· Manage time and effort sheet and follow up on a monthly basis on submission. 
· Audit Time sheet allocations for all IRC Lebanon Staff. 
· Audit and control all HR documentation received from field and follow up accordingly. 
· Follow up on changes of status, exit clearance for exiting staff. Assist in resolving administrative problems related to Finance, Supply Chain and Human Resources, by collecting information, preparing notes to the file, and getting approvals. 
· Prepare national staff contracts and promote employee adherence to personnel policies, and ensure compliance with all labour laws.
· Reports to Senior HR Manager all relevant information on HR situations.
HR Projects & Human Capital Consulting				Mar 17 – Jun 17
Freelance work

Performance & Career Management Officer			Nov 11 – Feb 17
Byblos Bank

Responsible for the administration of Performance Management for all staff, as well as participating in all activities related to career management processes.
Tasks & Responsibilities:
· Follow up on the Performance Management Process with managers in order to ensure its full application.
· Assist the managers and employees in setting their objectives (to be linked to their divisions’/departments’ KPIs). Validate that the performance management objectives are S.M.A.R.T. and aligned to the Division/Department’s objectives.
· Generate figures and reports related to Performance Management and prepare action plans accordingly.
· Follow up with employees and managers on the performance and prepare action plans accordingly.
· Facilitate the use of different modules on HRMS (PeopleSoft: E-performance, workforce development, workforce administration…).
· Create Job Profiles on PeopleSoft and identify the adequate definitions and levels of competencies for each job from the Competency Dictionary
· Assist in identifying high potentials in each division/department/Branch
· Propose potential candidates for internal redeployment or internal hiring, based on performance results, and job-fit.
· Develop Individual Development Plans (IDP) in coordination with the Talent Development unit 
· Plan & Coordinate the rotations of employees pursuing career development activities
· Execute & control all temporary transfers’ assignments upon staff shortage


HR Consultant								Jul 11 - Aug 11
RH Partners (PSMJ Consultants SARL) 	

· Create a comprehensive job description based on hiring manager specifications to be used to present to candidates and use in job postings.
· Source and screen candidates using a variety of innovative techniques such as: LinkedIn, Monster Gulf…
· Handle the recruitment process namely sourcing, interviewing and selection of candidates suitable for the job vacancy.
· Act as single point of contact for designated candidates for all recruiting related questions and concerns. 
· Write a thorough evaluation report about 3 potential candidates summarizing their achievements, suitability, & competencies assessed.

Internship

HR Trainee 			 BANK AUDI SAL				Jul 10 – Aug 10

HR Trainee			Kawas Consulting SAL			Apr 10

Education

MA Educational Psychology	Notre Dame University		Oct 13 – Jun 16


BA Psychology			Notre Dame University		Feb 06 – Jun 10
Emphasis: Industrial Psychology    Dean’s List: Fall ‘08, Spring ‘08, 09, 10.

SPHR [courses attended]		Milestones	

Trainings

Finance for HR executives						Byblos Bank
PeopleSoft Several Modules						Byblos Bank
Crystal Reports							Byblos Bank
MS Access Beginner & Advanced					FormaTech
HR Strategy Development Workshop				MEIRC
Setting & Cascading KPIs						Hay Group
Train the Trainer							Phi Management
Evacuation Drill Training						Byblos Bank


Computer Skills  Microsoft Office Suite (Word, Excel (advanced level), Access, PowerPoint, Visio, Ms Project), Oracle (PeopleSoft), Web development, SQL, WebEx.


Personal     DOB: July 11th, 1986, Nationality: Lebanese, Residency: Shayle, Mount Lebanon, Full professional proficiency in English, French & Arabic. 

References  Available upon request.
