Chirine Haidar
Lebanon, Jbeil, Hboub, 
Main Street, Jack Farah Blg, 2nd Floor.
chirinehaidar89@gmail.com
+961 70 921323
DOB: November 15th 1989


Education:

· 2009 – 2013: BA in Human Resources Management from Notre Dame University – Louaize – Zouk Mosbeh (NDU). 

Experience:

· [bookmark: _GoBack]March 2017 – December 2017
Contractual Recruiter at ABC sal (Retail), Achrafieh, Lebanon:
· Screening profiles and assessing profiles versus the JD
· Conducting interviews 
· Enrolling Feedback on candidates 
· Filling assessment on Taleo (ABC recruitment platform)
· Assisting in the preparation of forums and other recruitment initiatives (Open days, group interviews...) and act as a main participant during all events;
· Following up on official documents needed for submittal along with the Compensation & benefits department

· July 2014 – March 2016
Recruiter at The Sultan Center Retail (TSC - Retail), Baabda, Lebanon:
· Studying job requirements and coordinating vacancies. 
· Placing job advertisements; contacting recruiters, using newsgroups and job sites.
· Interviewing applicants on consistent set of qualifications and evaluating them by discussing job requirements and applicant qualifications with managers.
· Short listing and selecting candidates.
· Arranging offers and contracts, and preparing the induction program.
· Managing intern programs by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions.
· Finalizing National Social Security Fund (NSSF) reports, R3 and R4.
· Assessing new hires after probation period.
· Listing new hires and reporting to payroll.
· Managing employee relocation and transfers by determining stores and employees requirements.
· Preparing employment letters and salary certificates.
· Establishing exit interviews and reporting problems to managers
· Investigating cases, analyzing problems and processing warnings and terminations.


· February 2014 – June 2014
HR Trainee at AC Holding (Samsung - Retail), Amaret Chalhoub, Lebanon:
· Preparing employment offers, and contracts.
· Preparing Salary Certificates & letter of employment.
· Preparing the payroll process, such as, attendance, and overtime.
· Screening CVs for the vacant positions.
· Developing a pool of qualified candidates in advance of need.
· Interviewing entry level candidates.
· Filing the interview evaluation form.
· Preparing the orientation for the new hires. 
· Sending PPE for direct manager of the new hires. 
· Analyzing and updating Job descriptions. 
· Updating the monthly metrics for assigned hires and turnover.
· Filing, maintaining, and archiving all the related documents to AC Holding employees.

· July 2013 – August 2013
HR Trainee at Debbas Entreprise (Contractors), Mkalles, Lebanon:
· Working on the Wintime and Nassar group attendance program.
· Correcting and updating all data related to both monthly and daily employees.
· Preparing payroll for both monthly and daily employees.
· Filing all the related documents to Debbas Enterprise employees.
· Preparing contracts for daily employees.
· Updating files on J.D.E. related to new daily employees.

· Mach 2013 – April 2013
HR Trainee at Notre Dame University, Zouk Mosbeh, Lebanon:
· Filing all the related documents to NDU employees.

Skills:

· Languages: Fluent in reading, speaking, and writing Arabic, English and French.
· Computer Skills: Advanced MS office (Word, Excel, Power Point, Outlook, Project Management, Internet)

Reference: Available upon request.


