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Aline Alwane MANSOUR
	Professional 
experience
	June 2011 till present                Rim Natural Spring Mineral Water

Human Resources Manager
Manage the entire scope of Human Resources at the company and oversee the development of the company Human Resources Strategy covering compensation and benefits, recruiting, manpower planning, training, appraisal, employee relations and communication
▪ Propose the HR department’s objectives and KPIs and develop job description across  

  the Company in coordination with line managers.
▪ Maintain the Company’s manpower plan and budget.
▪ Oversee the design and maintenance of a corporate compensation and benefit scheme 
  to attract, motivate and retain top performing staff.

▪ Conduct interviews and recruit suitable candidates for all levels
▪ Define and manage employees’ annual performance evaluation process.
▪ Design, plan and manage the delivery of career development and training programs for 
  employees in coordination with training manager.
▪ Maintain organization manual, processes and procedures.
▪ Deal with complex disciplinary / grievance an HR issues, in accordance with company 
  Policies
▪Handle all personnel issues such as preparing monthly payroll, following-up employees’ 

 holidays / leavings / confirmations/ terminations process for more than 500 employees.
July 2009 – September 2010     Rim Natural Spring Mineral Water
Human Resources Manager
As HR Manager I was responsible for establishing the HR department, implementing the HR policies and procedures, preparing job descriptions and for following-up all the personnel issues such as employee relation, compensation, payroll and NSSF, recruitment, training.
September 2010 - May 2011       Mercuphar Group of Companies
Group HR Development Manager

Reporting to the CEO, I cooperated with the Deputy General Manager, the Business Units Coordinators, the Group Sales Manager, the Sites, Set-ups & Operations Manager, as well as with the Control Management Coordinator to get through the activity of the group, its personnel and HR modules, in order to complete and develop the Group HR Manual that will include HR needs, recruitment and integration processes, good communication flows, income & bonus scheme, performance management, personnel files, career development, succession planning, training and development needs and other HR administration related tasks.
July 2008 - June 2009                Labora (NGO)
Senior Recruitment Coordinator 
▪  Receive and record job requests from employers.
▪  Interview job seekers and prepare shortlists of candidates for referral to

   prospective employer.
 ▪ Maintain follow up with the candidate and his/her employer to ensure successful 
   placement and satisfaction of both parties
▪  Advise job applicants of the success/failure of their application, their personal 
   presentation at interviews, and their written applications and resumes.
▪  Answer inquiries from employers about consultancy services.
▪  Visit clients to discuss consultancy service & fees, and assess working conditions.
▪  Arrange appropriate training in job skills


	 
	2007 –2008                                ADMIC SAL                               Beirut

                                                         (Administration of BHV, Monoprix,  Géant casino)                                                                                                        

Senior Recruitment Officer
▪ Screening CV’S and searching for adequate candidates
▪ Conduct interviews and recruit suitable candidates for junior and senior levels
▪ Attend universities’ recruitment events.

▪ Preparing job descriptions

▪ Updating all current positions and vacancies with job description and special 

  requirement  in  the company

▪ Assist and follow-up on Company’s policies and procedures.
▪ Prepare and update weekly and monthly analytical reports.

▪ Manpower planning and refine hiring process
2004- 2006                                 Sawaya Holding                       Beirut
Human Resources Specialist
Activities include:

· Recruitment (Responsible for the staffing and recruitment process, Conduct    recruitment assessment needs on periodical basis, Responsible for employees’ induction and follow-up on all aspects related to their placement.)
· Career planning, development and training (Follow- up on all staff to identify prospect vacancies, promotions & terminations, Perform training evaluations and work with Managers to link learning with performance objectives and evaluations, preparing job descriptions, Acting as an internal consultant) 
· Preparing payroll and timesheet 
· Writing policies and procedures (Responsible to develop and implement basic HR  policies and company’s policies and procedures)

· Managing employees (Manage employees: holidays / leavings / confirmations/ terminations process / manage and ensure complete process of left employees).
2001                                           FTML - Cellis                             Beirut
Team Supervisor (Customer Service Department: Call Center) 
· Manage the quality of service and the team performances
· Manage, animate and motivate the team
· Preparing yearly team evaluation 
· Recruit, Train and integrate the newly recruited
· Develop customer service representatives technical and behavioral  
     skills through constant trainings: (Identify gaps and provide training solutions 

     and ensure that trainings are effectively implemented)                                                                                                                                  

· Guarantee quality of service and client satisfaction through constant  speech monitoring
1999 – 2004                              FTML - Cellis
          Beirut
Customer Care Representative
· Assist clients and execute their request following procedures

· Anticipate the customer requirements

· Inform and advise customers about new products

· Assure the achievement of the service objectives, prevent nonconformity  and 

  suggest solutions

· Ensure the adequate follow-up to resolve client’s complaints and guarantee their 

      satisfaction

· Manage adequate integration scheme for newly recruited
1997-2000     Vision Magazine

▪     Writer of Social and Cultural pages

▪     Public-Relations Executive



	Educational

Background
	2003 -2006          Saint Joseph University   Beirut

· Master in Human Resources Management
1993 - 1998            Saint Joseph University  Beirut

· Master in “Sociologie de l’entreprise”, Public-Relations option
      

	Trainings
	· Time Management – International Research Institute for Anti-Aging – 

      2004

· Quality Customer Service – International Consulting and Training

      Network, sarl (ICTN)- 2000
▪     Recruitment techniques – ADMIC (2008)
▪     Leading with assertiveness (E.W. Human Development Ltd) - 2010
▪     Problem solving and decision making (E.W. Human Development Ltd) - 2011



	Computer

Skills
	Internet,Word, Excel, Power Point, MS Project, Visio, 
Oracle (Timesheet,personnel&payroll), IRIS, Soft, Dolphin



Languages
   French, English and Arabic: written and spoken
Hobbies

   Reading, Traveling
