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Objective
Seekinga positionthatutilizesmyexpertiseandenablesme tomake a positive contributiontothe organization
Experience
January8, 2014-Present  World Learning
Down Town, Beirut
· Finance&HROfficer
GeneralOverview:
· Finance &HRTasks
· Preparefinancialreport.
· Responsible for allpayments required fromthe organization and maintain custodyof the pettycash.
· Performaccountingfunctions asassigned including, butnotlimitedto bookkeeping, reconciliationand reporting.
· Assistin preparationof monthlymanagementreport and accompanying schedules, worksheets,including“Budgetvs. Actual”variance reports. Assist in providingfollow-up anddocumentation of significantvariances.
· Controland followallbanktransactions and workonthe bankstatementsand reconciliation.
· Screen, Interview, conductreferencechecks &hireforWL Lebanonteam.
· Extend &negotiate offerLetterto finalists.
· Maintain &update the HRdatabase.
· Participatetheimplementation of theperformanceappraisalas per MC.
· Internationalstandards withallMC Lebanon LineManagers.
· Maintain &update the WLLebanon Org. Chart.
· Maintainfilesand other records of allstaff
· Supportedtheteamduringthe followingevents:
· PSS Activity(Psycho SocialSupportTraining)
· EnglishTrainingActivity(PCELT)
· ECA(Extra CurricularActivities)
· ICTTraining
September2013-January2014
UNDP
Downtown countryoffice
· Intern, Office ofSocialandLocalDevelopment
GeneralOverview:
Supported with ARTGOLDBekaa, South, Beirut,North &Live Lebanonprojects.
June2013-Sep2013
CTClearningcenter
Bshamoun
· Classroomteacher
English,Arabic,Math,ScienceGrades3till7
2008-ongoing
· Private Teacherforgrades5, 6and 7
Skills and Qualifications
SoftSkills:
· Goodbehavioralflexibility
· Accurateinmeetingdeadlines
· Abletolearnquickly
· Attentiveandaccuratetodetails
· Managetimeefficiently
· Abilitytosolveproblems efficiently

Hard Skills:
Incurrentposition:
· MSOffice(word-Excel-PowerPoint)
· TrainNetandAidTrackerdataentry
· QuickBooks entries.
· Trackprogrambudgetandmake sureallpayments arepreparedadequately.
· Prepare financialreports
· Enteraccountinginformationintobookkeeping(SAGE),andcrosscheckaccurateness and completenessbeforesubmittinginatimelymanner.
· Followupcloselyonmonthlycashandchequeadvances
· CheckFinancialreportsfrompartnersandpreparesreports
· Keeptrackofmonthlyexpendituresasperbudget
· Supportintheprocurementofgoods&servicesbelow500USDandabove500USD
· Maintainlogisticslogbooks,transportation,andcommunication.
· SupportonMinistryofEducationandHigherEducationcorrespondences
· Keeptrackofpurchaserequests.
· Preparestaffmonthlypayrollin accordancewithincome tax &NSSFas per Lebaneselaw.
· Prepare quarterlyfiles forVATsubmission.
· Complete weeklybanktransactions andactivities.
· Followup onlegalmattersconcerningstaffmembersandWLas anentitybased in Lebanon.
· Preparecomponentbasedbudgetreports
· Contactperson betweenorganizationand vendor,bank, &partners
· Preparepaymentvouchers,transfervouchers, pettycash reports,andchecks.
· Ensurea properfilingsystemformonthlypayments.
· Manage allPersonnelFilesadequatelyand update when needed.
· Supportinthe recruitmentprocess.
· Preparedfortwointernalauditandfolloweduponfindings
· Supportondiversetasksasrequested
Former position:
· Grantsproofreadingandgrantadministration.
· Evaluation ofgrants.
· Writeandassistwithwritinggrantapplications.
· Reviewgrantproposals.
· Trackand reportproposalsubmissionsandprogress.
· WritingminutesofMeeting
· Make sureallgrantsupportingdocuments are presentaswellasfollowupwith vendors and partners.
· UNDPPortaldataentry
Education
2015-Ongoing
MBAin Human ResourceManagement

Lebanese International University

Beirut
2008-2013
BSinPoliticalScienceand InternationalAffairs
CertificateinMethodologyand Survey Analysis

Lebanese American University
Qraytem, Lebanon
2007-2008
LebaneseEvangelicalSchool forBoys and Girls

Baabda, Lebanon
LebaneseBaccalaureate inSociologyandEconomics
Languages
· Arabic(motherlanguage)
· English(fluent)
· French(basicknowledge)
Referencesareavailableupon request.
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