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             Curriculum Vitae                      
  Louren William Badra
  Madaba-Jordan

  00962-790253032
  louren.badra89@gmail.com
Personal Information 
Nationality
: Jordanian                              

Date of Birth
: Jordan, 30th Sep 1989
Marital Status
: Married

Education and Qualifications:

2006-2007   : High School National Orthodox School/ Literary Stream.             

2007-2011: Bachelor of Archaeology Major and Spanish Minor from Yarmouk University - Jordan with very good rate.
Work Experience:

December 2020 – Present

Administrative Assistant, Amman – Jordan
USAID ART Project – Jordan
Duties and responsibilities:
· Support managers and employees through a variety of tasks related to the project
· Assist the operations department in tasks related to procurement including: obtaining offers from suppliers, provide purchase requests for all approved purchases, and verify invoices for the raised purchases upon delivery of goods and services.

· In collaboration with the Finance and Logistics Manager, identify potential local service providers for a diversity of project related services and develop a preferred vendor list.

· In collaboration with the Finance and Logistics Manager, procure and manage stock of basic office supplies, including stationary.

· Handle vendors’ and suppliers’ accounts, including invoices.

· Track ART’s staff’s annual leaves, sick leaves, and holidays and prepare the balance tracker.

· Maintain up-to-date project files in both hard and soft copy and lay down the procedures for maintaining records.

· Ensure that all office equipment and common services are functioning well.

· Maintain the petty cash fund.

· Perform data-entry, documentation, printing and filling duties.

· Other ad-hoc tasks that may be assigned by the Chief of Party or the DCOP Operations.
· Assist HR coordinator with the recruitment process

· Assist HR coordinator with Field monitors contracts.

· Responsible of office overall cleanliness and sanitation.
June 2019 – November 2020
Admin Assistant, Amman – Jordan
Pioneer for Recruitment & Headhunting - JT International (Jordan) Limited – Jordan
Duties and responsibilities:
· Manage the reception area to ensure effective communication both internally and externally to maintain a professional image.

· Register and Control access to entity, in timely manner and maintain proper records. 

· Greet and direct the company guests in a professional, friendly and hospitable manner.

· Coordinate and schedule the pick-up and delivery of express mail services provided by DHL, FedEx, Aramex, etc. Supervise the incoming/outgoing mail to/from all departments, ensure distribution of incoming mail and maintain proper records.

· Perform all purchasing of office supplies and receive the purchases (stationary, water, Hygienic materials…etc), based on weekly conducted inventory and planed budget, supervise and control spending and consumption of the supplies.

· Prepare and create all HR & Admin Purchase Requisitions on SAP ECC.

· Supervise the stores and distribution of office supplies to employees.

· Perform related travel desk activities, such as hotel reservations, air tickets booking, inbound outbound transfer arrangements and maintain proper records. Arranging Visa supporting documents requested for travel, which are Bank statement for JTI Market, Travel Insurance, tentative ticket, hotel booking if requested. 

· All travel desk activities must comply with JTI One Travel Policy and related Procedures. Arranging welcoming services at the Airport and hotels of accommodation, booking and arranging events and conferences, along with the transportations arrangements for employees and company visitors, updating on daily basis Transfers and T&E sheet. 
· Contact vendors, receive quotations and ensure having the best rates for air tickets, hotels and venues.

· Prepare, maintain and update the list of suppliers for all HR&A related services.

· Assist in all company events arrangements as requested by the Admin Manager.

· Prepare Complete Travel Report on Monthly Basis

· Manage and maintain different HR&A files (HR correspondence, Internal Memos, Contracts file, Security instructions file, Purchase Requests file, Bulletin Board file …etc).

· Type official letters, memos, reports and other documents as requested by the Admin Manager.
· Prepare and distribute welcome packages and stationary sets for new joiners.

· Prepare and order printed materials with the printing Co., such as: business cards, Certificates, invoices, etc…

· Handle all memos/announcements and update the bulletin boards in due time.

· Maintain attendance sheet for JTI Employees, guests and contractors.

· In timely manner, providing Department heads with attendance report.

· Preparing, activating and distributing assess cards to the employees and maintaining proper records for both, access cards and Valet parking tickets with the related cost centers.

· Preparing JTI Delivery form for new mobiles and lines and maintain proper records.

· Update and share Market Phone Extensions list upon changes.

· Receiving, registering and filing in SAP system and related Supplier Annual ET Spending excel sheet all invoices, related to Administrative services such as: telecom, utilities, office supplies, travel desk, insurance, car rental, maintenance, grocery, etc. 

· Create GRN’s and maintaining proper records for Administrative services invoices in soft copies, providing Admin Specialist and Admin Manager with GRN Invoices in order to proceed with the Finance in timely manner.

· Responsible for processing medical insurance claims, additions and cancellations, payment processing and maintaining health insurance records in timely manner.

· Verify insurance eligibility with health insurance company/broker, and are responsible for providing the Admin Specialist with any claims and deductions.

· Other responsibilities include assisting patients in obtaining and understanding medical benefits.

August 2016 – June 2019 

Admin Assistant (Programs), Amman – Jordan
Middle East Children Institute (MECI) – Jordan
Duties and responsibilities:
· Coordinate the execution of project activities according to the project proposal, implementation framework and management instruction

· Manage and support project field staff (principals, teachers, counselors and social workers) and ensure coordination between them

· Monitor project performance by collecting project information (beneficiaries information, records, surveys, assessments, success stories, activity pictures…) ; at times, support in processing these information may be required

· Liaise with Educational Specialists and report on specific educational practices as requested to ensure MECI’s academic goals are met

· Liaise with Psychosocial Support and Child Protection Officer and report on specific practices as requested to ensure MECI’s psychosocial goals are met

· Organize project events like staff trainings, school life initiatives, community workshops and awareness sessions, youth trainings, community engagement activities, field trips, graduation ceremonies

· Ensure the proper and timely distribution of project materials and supplies

· Provide monthly work plans to management along with weekly internal reports displaying past week achievements and upcoming tasks and objectives
· File program-related documents in an accessible and organized manner
· Complete additional administrative and operational tasks as determined by MECI management
· Provided admin work when needed such as reservations, printing, scanning, filing, translating and order office materials needed.
· Did inventory for the supplies used in the office.
· Ensure all procurement regrading the project are delivered on timely manners organizing with suppliers.
· Gave induction training to the field staff for the new cohrot.
Sep 2013 – July 2016
Education Technical Assistant, Mafraq - Jordan
Norwegian Refugee Council (NRC) – Jordan

Duties and responsibilities:
· Focal Point for Teachers following their attendance, preparing salaries sheet, contracts, also responsible for their profiles\documents filing and printing worksheets.

· Responsible of Teachers recruitment in the Learning Center and all the administrative work inside the center.
· Responsible for students profiles and any other documents.

· Responsible for students with special cases and disabilities referrals.
· Conduct coherent, knowledgeable, and consistent outreach sessions to inform Syrian refugees about NRC Education programs; and assist in mobilizing the communities around the schools

· Serve as a link between NRC programs and the local community. For example, establishing and maintaining parent-teacher associations through participatory methods or establishing education information boards;

· Serve as a focal point between community members and parents of participants, school and learning center staff; 

· Promote the importance of continuous and respectful dialogue with the refugee community among staff; 

· Work closely with NRC staff and other relevant actors to conduct outreach activities with the Syrian refugee community; 

· Supervise and evaluate teachers performance.
· Develop schedules for community outreach activities, based on outreach strategy.

· Forming training programs to support school improvements and curricular activities.

· Carry out monitoring and evaluation of community outreach sessions to measure impact of activities.

· Conduct regular field visits to monitor the quality of education classes and activities.

· Tracking and monitoring the implementation education process, teacher performance, and curriculum implementation. 

· Follow up on drop out cases

· Support regular data collection, conduct analysis of data and prepare reports to management.

· Daily observation and documentation of school safety and case management.

· Daily inspection and documentation of over all conditions of learning process, teachers and student performance.

· Build and maintain positive relationships with all NRC members of staff, and contacts within and outside NRC.
· Assist in site procurement and write PR’s for any needed materials.

September 2012 - September 2013.

Guest Relations Agent/ Business Center.

Amman Marriott Hotel.

Duties and responsibilities:

· Ensure that all guests are assisted accordingly in all areas.

· Ensure that all VIPs and Elite Members are contacted and assisted accordingly.

· Coordinate with Housekeeping to ensure readiness of rooms for check in.

· Communicate appropriate information to the guest about the hotel and its services.

· Supply information to all guests about local areas and activities.

· Ensure smooth operations and high levels of guest service within the Executive Lounge areas.

· Run daily reports; ensure proper completion and filing of reports.

· Make sure to delivery of guest amenities and other special occasions.

· Be a lobby ambassador and maintain visibility in lobby areas.
· General reception information e.g. manage mail, courier and package management, and various management.
Certificates:

Marriott Rewards Enrolments program and Elite Members Benefits.  
August 2011 - September 2012

Tourism Officer 

The Royal Society for the Conservation of Nature-Wild Jordan

Duties and responsibilities:

· Developing eco-tourism in the RSCN’s protected areas.
· Promoting the protected areas and their facilities through various communication methods (email, phone, face-to-face, etc…).
· Promoting the various handicrafts and products made by the local people.

· Ensuring that the value of the RSCN’s mission is delivered to the society.

· Managing the booking operation with ongoing communications and feedback with customers and the targeted eco-tourism sites.
· Exceeding the annual sales target by achieving the highest target in several years.
· Delivering continuous eco-tourism presentations for different customers.
· Delivering training sessions for the RSCN volunteers.
· Responsible for the office work and documentation such as filing, emails, printing, and scanning.
Training Courses and Certificates:
· 2012             : Spanish Course at Institute Cervantes.
· 2012             : Spanish Course Level B at Institute Cervantes.
· 2013
: Football Training, Certificate in coaching football team  ,3 month- Amman/Jordan

· 2013
: psychological first aid for field and workers (international medical crops).
· 2013
: Teach like a champion (Queen Rania Academy).
· 2014             : Child protection and Gender balance violence (GBV) training.

· 2014             : First Aid Training.

· 2014             : NRC Way.

· 2014             : Main principles in planning teaching and assessment (Part 1) by ASK.

· 2014             : M&E training.

· 2014             : Main Principles in planning teaching and assessment (Part 2) by ASK.

· 2014             : Protection training by UNHCR.

· 2014    
: Certificate in coaching football team.

· 2015             : Child Protection Training.

· 2015             : IELTS certificate with GPA 6.5

· 2015             : TOT Training.

· 2015             : MAKANI Psychosocial TOT Training.
· 2015             : Conducted a PSS training to the teachers in the field.

· 2015             : Cascade Psychosocial training to teachers in the camp.

· 2015             : INEE Training. 

· 2015             : Mental Health Psychosocial support Training.

· 2015             : Preventing Corruption in Humanitarian Aid Course.
· 2016             : Gender bases violence and child protection SOP’s training.

· 2017             : Induction training to the new field staff in Middle East Children Institute.

Skills and Languages 
· Native Arabic, Excellent in English (reading, writing, and speaking) Spanish / Beginner.
· Strong leadership and team management.
· Planning and organizing skills. 
· Very well organized.
· Good communication and interpersonal skills.
· Strong organizational and team working skills.

· Excellent diplomacy skills and a strong sense of self-awareness.

· Extensive practical knowledge on Windows 7, Microsoft Office.

· Computer Skills ( MS Windows, MS Office, MS Server 2012, Computer Hardware, Computer Software)[image: image2.jpg]
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