HAIFA CHAABAN
Objective:

Seeking a position in a company which can be considered as a sustainable job, where I can utilize all my knowledge and progress it and gain more experiences.
Personal information:


   Name: Haifa Chaaban
Date of Birth:    01_01_1990
Address: choueifat
Phone: 70540112
E-mail: chaaban_haifa@hotmail.com
Marital Status:  Single

Gender: female
Education:
_Secondary stage completed successfully graduated in economic.

_Arab Open University: business systems, Graduated.

Jobs experience:

June 2008 to June 2009
_ Izzat Daouk & Sons Company:-archive
                                               _Data entry. 
                                               _Archiving documents.

October 2009 to October 2010
 _PHOENICIA-AER RIANTA COMPANY (RAFIC HARRIRI INTERNATIONAL AIRPORT(duty free)

        _Sales assistant.

February 2011 to June 2011
_ Loyalty cards program (Rewards program).

 _ Card representative.

August 2011 to date
 MODERN TRANSPORTATION AND MAINTENANCE Co. (Pepsi) 
Human resource Department (HR assistant) 
Duties:

· Provide assistance to the HR Manager.

· Establish measure to ensure consistency in various HR practices as it relates to classification, compensation, job descriptions, job profiles including demand analysis and specifications, organizational structure as well as various related issues to above.

· Develop the appropriate communication plans and literature as it relates to classification, compensation practices and HR programs. Provide direction relating to incorrect compensation payments, entitlement to rates, and resolution of labor relations issues regarding classification and compensation.

· Handle attendance and create employee files.

· Establish internal departmental procedures for recruitment and placement.

Languages:
Arabic       mother tongue       

 English      very good (spoken and written)

Computer Skills:
1) Microsoft Office (Word, Excel, Power point).

2) Internet. 

