Hanine Al Halabi

Address:           Abou Samra-Tripoli

                          North of Lebanon                      
Nationality:      Lebanese
Phone:              76-92 93 32
Date of Birth:  7-July-1984

Status:              Married
E-mail:             halabi_hanine@hotmail.com
Skype:              Hanine.Halabi
Objective:

            To enroll in professional high social industrial & financial world where I can apply my academic knowledge enhanced by my working experience to improve on the personnel, social & business levels, to work with social association in order to evaluate cultural & social skills of people specially in my village, to play an effective & efficient role in my society & to advance positions in the future if possible to achieve a high rank by trying to prove the self skills. 
Education:

2008-2010: MBA –Business Administration-Banking & Finance major-Thesis about” Microfinance Competition in the Akkari Market” - Arts & Science University of Lebanon (AUL)-Al Kalamoon Branch, Lebanon.

2004-2007: BBA –Business Administration-Accounting major- Arts & Science University of Lebanon (AUL)-Al Kalamoon Branch, Lebanon.

2002-2004: French Literature-Lebanese University-Tripoli, Lebanon.

1988-2002: High School-National Orthodox School-Sheikh Taba, Akkar, Lebanon.

Finance, salaries, payments, budgeting, cash management
Summary of Qualifications:

· Ability to work in a group

· Fast adaptation in new environments

· High learning skills

· Great communication skills

· Vast relationships with civil society   
Work Experience:
· September 2019 till now: acted as Finance Coordinator: ensures that accounting processes and systems are running effectively and efficiently to enable program staff and other stakeholders to implement the War Child Program in Lebanon, responsible for the compliance with external donor financial and administrative requirements ( EU MADAD, UNICEF, IKEA, MOFA, Ministry of Foreign Affairs Holland …), Enters accounting information into bookkeeping (UNIT4), and cross check accurateness and completeness before submitting in a timely manner; Handles petty cash; Checks receipts and eligibility; Prepares Checks and transfers; Follows up closely on monthly cash and check advances; Ensures that all bookkeeping/financial documents of partners and War Child are compiled and organized according to international auditing standards; Builds the capacity of partners and staff; Holds monthly meetings with project admin officers or budget holders to check monthly expenditure allocations; Prepares monthly financial budget updates to be shared with budget holders; Checks and verifies that all payments are done in accordance with WCH Financial & procurement rules and regulations; Prepares monthly financial reports to HO and submits them to the Finance Manager; Monitors bank accounts and prepares monthly bank and cash reconciliations; budget control and Bank Reconciliation-Tripoli-North, Lebanon.

· 2018 October till September 2019: acted as Project Admin Officer: Prepares monthly payments for staff in the field; Follows up closely on monthly payments and check advances; Keeps track and monitors advances of partners;Weekly controls the budget to ensure proper expenditure of each budget line;Develops and maintains a filing system of partners; Keeps track and monitor advances of partners and staff; Performs administrative tasks (photocopies, buying stationeries, scanning/faxing documents, minutes of meetings);Assists in preparation of monthly and completion reports; Prepares and submits bi-weekly reports to the supervisor on the date identified; Organizes trainings, seminars, project opening ceremonies, hosting donors and beneficiary visits, site inspections, etc. Coordinates with the field and ensures that the work is done properly and on time by meeting WCH targets; Manages minor procurement processes (stationary provision, utilities, minor purchases for all project activities); Updates and maintains information on computer database systems and in archives. Conduct some field visits with the field officers and social workers-Tripoli-North, Lebanon.
· 2014 March till End of December 2017: acted as Senior Admin Assistant with UNHCR: Assist in interpreting and processing of entitlements, issuance of contracts and maintenance of various personnel records and files, administer the movement of UNHCR staff members ,Search office files and records relating to a variety of topics for information and reference, preparing reports, correspondence, technical papers, project or program plans and general reference documents; Assist in requisition of office supplies, equipment and arrange for distribution together with the appropriate inventory records; Assistance in finance: Salaries, payments, petty cash, purchase order,,, Assist in administrative formalities related to travel arrangements and issuance/ renewal of visas, licenses, travel arrangements, Assist the management to organize and run UNHCR Office and Residential (wherever applicable) compounds, Tripoli-North Lebanon.
· 2012 (November till March 2014): acted as community Development Manager with Danish Refugee Council: leading, controlling, Budget holder, decision making, organizing, managing team and community centers ( administration, , logistics, accounting, recruitment, monitoring and evaluation, assessment, surveys, data entry) ,managing all educational, vocational trainings and recreational activities ( festival, plays, games, crafting…) Tripoli-North of Lebanon

· 2011 (April till November 2012): acted as community center Leader with Norwegian Refugee Council: referral ( cases identification), leading, controlling, decision making, organizing, managing team ( more than three social workers, teachers, drivers, animators, cleaning services) and the center ( administration, mapping, logistics, accounting, recruitment, monitoring and evaluation, assessment, surveys, data entry) managing all educational and vocational trainings and recreational activities ( festival, plays, games, crafting…) Qubayyat  and Wadi Khaled-North of Lebanon

· 2011 (August till February): acted as Community Training coordinator with ADA (Association for Development in Akkar)-Skoll project funded by USAID-Partnership with Relief International-Halba Akkar-North of Lebanon
· 2011(May-June and July): acted as Trainer with Social Movement-teaching Secretariat skills and Accounting I-Akkar-North of Lebanon
· 2010-2011 till July: Acted as Administration and Contract Compliances Officer: more than 150 Grants in NBC cluster ( Naher Al Bared Cluster) first and second check disbursement, Financial Documents (quotations, feasibility study, receipts, Budgeting report, monitoring report, Inventories, cost share documents, reporting to Donor USAID...),office management (petty cash, monthly report…)-Relief International-Akkar-North of Lebanon.
· 2009-2010, till March: Acted as Community Center Manager-Fouras Business Center (Funded by Microsoft, CISCO, DOT, INTEL, Partnership for Lebanon, YMCA, Ghafari) - Halba Branch-Akkar-North of Lebanon.
· 2009(March-April): acted as Project Coordinator with Green Hand Association in a project in order to improve Youth Reading skills with 5 schools in Tripoli (Jabal Mohssein- Kobbeh-Tebbeneh-Zahriyi)-North of Lebanon 

1. 2008-2009: acted as Loan Analyst (200 loans in Akkar and Minyi field with 0 % delinquency rate (field visits, feasibility study, follow up …)-Lebanese Association for Development/Al Majmoua - Tripoli Branch, Lebanon.

· 2007-March and June: acted as Internship -Beirut Bank & Arabic Country (BBAC)-Al Mina Branch, Tripoli, Lebanon.

· 2006-September: acted as Internship - Faysal Merheb accounting office (Treasurer)-Al Boulevard, Tripoli, Lebanon.

· 2006-Summer: acted as English Teacher in North Technical College-Halba, Akkar, Lebanon.

Workshops and Volunteering:
· August 2019: CSG induction-Tripoli, North lebanon
· June 2019: Teambuilding Training-Beirut, Lebanon

· October 2015: MSRP Training-UNHCR, Amman Jordan
· July 2014: MSRP Training – UNHCR, Qobbayat, North Lebanon
· March 2014 : Basic Security Training-UNHCR/Learn and Connect through the internet
· March 2014 : Advance Security Training-UNHCR/Learn and Connect through the internet
· 2013 ( February): Hostile Environment training, DRC, Beirut-Lebanon

· 2013 ( August) : SGBV Training, UNHCR-Tripoli-North of Lebanon

· 2012 (6th August), PLS training, Red cross. 

· Camp Management (23rd, 24th and 25th of April), Norwegian Refugee Council. 

· 2011(June-July): Emergency Training, Relief International HQ, Through Skype 

· 2011(March): ICT, ICTN- Hamra, Beirut

· 2010(February):  Microfinance Indicators, Relief International-Hamra, and Beirut.
· 2009: “CCBI” Training with Microsoft, CISCO, DOT, Partnership for Lebanon, Intel, YMCA- Broumana Lebanon.

· 2008: Volunteer with Injaz Organization in cooperation with USAID working on a new project “Improving Youth skills” Tripoli, Lebanon.
· 2008: workshop with Injaz about "Training skills" in order to enhance youth skills - Beit Al Fan, Tripoli, Lebanon.

· 2008-August: Workshop about "Training of Trainers" with Lebanese Association for Development /Al Majmoua Association-Al Hamra Street, Beirut, Lebanon.
· 2008-May:workshop about "How to reinforce the Woman’s role in her society"(gender equality, responsibility, accountability, social values, justice & efficiency) with the Collective for Research and Training on Development-Action(CRTDA)-Chamber of commerce, Industry & Agriculture, Tripoli, Lebanon.

· 2008-March: workshop about “loaning skills" with Lebanese Association for Development /Al Majmoua Association- Al Hamra Street, Beirut, Lebanon.

Skills:
Languages:

· Arabic: Mother Tongue

· French: fluent in writing, reading & speaking

· English: fluent in writing, reading & speaking 

Computer:
Word, Excel, Power Point, SPSS, Outlook, MSRP, UNIT4.

Activities:

Reading, Swimming & traveling
Reference:

· Sonia Ilias:                     71-339 800
· Nadine Alidib                03-467 795
· Georges Khalil              03-251 296
