Curriculum Vitae of Maya Y. Yaacoub

	Date of Birth: 20th of April 1988                     Address: Byblos – Lebanon
Gender: Female – Single
Nationality: Lebanese
E-mail Address:  	            maya_yacoub@hotmail.com                                                    
Mobile: +961 71 622626
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 Education:

2008 – 2011:  Arab Open University – AOU
		Bachelor of Art with Second Class Honor of Business Administration (Systems)
                       (Lebanese and British degree certificate No.7265/153151) 
                       GPA 3.5/4 – Very Good
2006 -2010: 	Lebanese University, Faculty of Letters and Human Sciences Sec. II–Fanar	                                    
Maitrise in English Language and Literature – Linguistics 
2004 -2006: 	 Jbeil official Secondary School.
                         Lebanese Scientific Baccalaureate emphasis in SV (Life Science)
1992-2004: 	 Frères Maristes, College Notre Dame de Lourdes - Jbeil
		  KG1 – 1st Secondary
Extra Courses and Certificats:
*** Jan 2012: American universal college-Jbeil: completing ACCII / Excellent 98/100
*** Apr 2013: General directorate for vocational and Technical Education/ Dekwaneh, Leb.
 Training Certificat of 300hrs attendance: COSMETIC SPECIALIST DEGREE No.42/أ-ت/2012                



 Work Experiences:
*** Project Director of  JRS “Jesuit Refugee Service” (January 2015-Present)
                            Jbeil/Mount Leb. Project
a) Coordination of offices and project teams, as well as the different objectives of the project:
* Home Visit Team: serving 380 refugee families each month (visit + foodbasket distribution).
* School (two shifts): holding around 550 students (KG2, KG3, Grade 1, Language support, ALP, Computer classes, Learning support…).
* PSS program: supervising and coordinating the activities of the social worker at school and the psychologist and two psychiatrists in the project. 
b) Supervising and implementing of the project proposal and budgeting; plus monitoring and evaluating the project progression.  
c) Overall management of the budget and finance.
d) Overall management of staffs: around 50 personnel + interns and volunteers.
e) Development and expansion of the organization and its projects in keeping with JRS mission: accompany, serve and advocate.
f) Recruiting, interviewing, developing and retaining staff.
g) Submitting new project proposals based on regular “needs assessment”.
h) To support team members in their work and facilitate regular team meeting. 
 i) To make decision with the country director about the hiring and termination of staff. 
*** School Principal of “Jbeil Charity School” (January 2016 to August 2017)
              Private school-Jbeil, Blat, Kfarzbouna

Jbeil Charity School: holding a teaching license issued on January 30th 2016 by the ministry of education, authorized decree nb. 59/M12016, signed by the Minister of Education, Mr Elias Bou Saab, assigning Ms Maya Youssef Yaacoub as its School Principal. 

- Reporting the school and staffs files and data to the ministry of education UNESCO
- Reporting the students’ files and data to the ministry of education BAABDA
- Reporting to the ministry of Finance BAABDA
- Reporting to the teachers’ funds صندوق التعويضات
- Supervises all school personnel directly and/or indirectly.
- Recruiting, developing and retaining staff.
- NSSF, TAX settlement. 
- Teaching of Lebanese curriculum for the 92 “Grade one” students.
- General planning; General coordination; Enhancement of personnel skills; Establishes formal work relationship…

*** Office Manager and Accountant in JRS Jbeil  (July 2014 to December 2014)
Office Manager:
- To ensure the smooth running of the project office and ensures proper accounting of the project in Jbeil and be responsible to the project director. 
- To ensure receipt, payment, documentation and filing of all expenses…
- Management and updating of: fixed assets and inventory, purchases, maintenance of all equipments…
- responsible of all hosting and hospitality.
Accountant:
- Perform Front End bookkeeping, following JRS procedures (transactions entry, vouchers numbered and reconciled, cash and bank reconciliations done on weekly basis…).
- To administer to project’s finance, guaranteeing a proper accounting of all project expenses.
- To ensure that the project expenses always match the approved budget.
- Prepare the monthly payroll.


*** Teaching: 
a- English Teacher at Jesuit Refugee Service (JRS) Kfifane branch-Lebanon (Dec.2013 till June 2014).

b-  Teaching private lessons mainly in English and languages (September 2012 till June 2014).


*** Accountant and assistant Manager” (October 2006 till June 2014)
      AZHAR s.a.r.l (wholesale industry) – Batroun Highway-North Lebanon

· Accountant Field: STOCK & GL program.
- Establish, maintain and coordinate the implementation of accounting and control procedures.
- Explain billing invoices and accounting policies to staff, suppliers and clients.
· Assistant Manager:
- Assisting in achieving good import/export goods (dealing with foreign companies...).
- Online transactions, E-mails communication, Internet Researches...
- Managing deliveries from suppliers and serving customers.                   
- Dealing with enquiries and complaints.
- Recruiting, developing and retaining staff


*** Telecommunications:  (September 2005 till September 2006)
      Holdal – Abou Adal Group (Privately Held; Retail Industry)
     Dekwaneh, Lebanon  

 Trainings:

· Effective Teaching Part I (2015) and Part II (2016)
· First aid training by Dr. Antoine Hakim and Dr. Nagi Souaiby (July 2016) 
· Leadership and Communication Training (January 2017)
· School Principal Training (April 2017)
· Children psychological challenges and Stress Management training (March 2016)
· Management Training Course (May 2017)
· Procedure for Child Protection Policy (January 2017)
· Budget Proposal Training (Expected September 2017)




Others:
 
Languages: Arabic (Mother tongue)
                    English (excellent in reading, writing and speaking).
                    French  (excellent in reading, writing and speaking).
Computer skills: Internet, MS Word, MS Power Point, MS Excel, GL and STOCK programs.
People skills: Listening, adaptation; Leadership, Communication, diplomacy and negotiation.
Activities:  Reading, sports...
Interest: Teaching, Traveling, socializing… 
Achievement: Presenting and Representing JRS Lebanon and all its project, in Spain “Madrid, Sevilla and Valencia”: Casa Arabe, Associacion claver, Centro arrupe SJM, Spanish press, Cadena SER Radio, CVX comunidad de Vida Cristiana, Periodico ABC… (10 days-June 2016)
Best quote: ACTIONS SPEAK LOUDER THAN WORDS!



References: 
* Joseph Khoury (General Manager at AZHAAR s.a.r.l.) / Tel:009613608186  
* Father Stefan Hengst (Country director JRS Lebanon) / Tel:00905372766927
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