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Mohamad Qutait
Mobile: 00963958291763 
E-mail: qutait.mohamad@yahoo.com 
             qutmohammad@gmail.com 

Location: Syria – Muhajreen 
                https://www.linkedin.com/in/mohamad-qutait/  
	Personal Data 

	· Place and date of birth : Damascus 1995 
 

· Nationality  : Syrian  
 

· Military Service: excluded (cash allowance payment)

	Objective 

	Seeking a challenging Managerial, Educational position in a professional company where I can use my existing skills and wide range of experience to achieve company desired long and short goals and objectives. 

	Professional Experiences 
Sep 2021 – Present                  Action Against Hunger Organization- Spain Org. / Damascus office
                                                    HR Office –Administrative Support – Two month project period
· Organize a filing system for important and confidential documents

· Update office policies as needed

· Maintain an organization calendar and schedule appointments

· Distribute and store correspondence (e.g. letters, emails and packages)

· Schedule in-house and external events
Sep 2021 – Present                      Damascus University 

                                                        Higher education lecturer- Macroeconomic Analysis Course                                     
· deliver lectures, seminars and tutorials

· design, prepare and develop courses, modules and teaching materials

· develop and implement new methods of teaching to reflect changes in research
Sep 2019 – Present 
                   Sanad Development Team -Local NGO - Freelancer

                                                      Educational Advisor and Trainer
     Syria 
•Dealing with Educational Consultants 
                                                            •support students through a pastoral or advisory role
•Career and Academic Path for University Students (Training 500 Students)
•  Scholarships Specialist Expert.
• Train researchers to collect high quality data; monitor data quality Support data cleaning, analysis and report writing
July 2020 –Feb 2021                 New York Academy

                                                       HR Officer
                                                         Egypt

· Plan and coordinate the workforce to best use employees' talents

· Consult with employers to identify needs and preferred qualifications

· Interview applicants about their experience, education and skills

· Contact references and perform background checks

· Conduct new employee orientations
July 2019 – Dec 2019                  Dummar Association ( Funding project by UNDP)
    Project Manager
     Damascus-Syria –about the Project: Rehabilitation of Affected Occupations in Eastern Ghouta, Youth Charity Association, ,Rehabilitation of 25 small projects.
· Determine and define project scope and objectives

· Predict resources needed to reach objectives and manage resources in an effective and efficient manner

· Prepare budget based on scope of work and resource requirements

· Track project costs in order to meet budget

· Develop and manage a detailed project schedule and work plan
Jan 2018 ~Present                     Founder of KAIZEN for Educational Services
https://www.facebook.com/KaizenEducational
· Academic advisory service in the application and guidance of all scholarships All visa, travel, tourism, flight reservations and immigration services

· University admissions

· Writing and proofreading C.V. Letter of Purpose for Grants (Letters of Motivation) and Cover Letter 

· Proofreading of scientific research linguistically and grammatically

· Training and workshops in universities, institutes and online

Apr 2018- July 2021 
                  Syrian Educational Gate –GWA Company

  Team Leader, Content writer
      Damascus-Syria  
                                               https://educationalgate.com/.  


• Programs Coordinator for Education Projects and Team Manager of  16 Volunteers 

    • Educational Content Creation and Editor.     
      •       
Feb 2013 – Feb 2017                     Technical Office for Sustainable Development - Japan JICA Agency- Syria

                                                              HR Assistant 
· Ensuring organization policies are followed.

· Hiring, training and developing              
 July 2013 – July 2020                Freelancer 
Trainer , HR  ,online Services 
Syria ,Malaysia, Egypt, Uganda, Saudi Arabia, Lebanon
•Scientific Research-Scholarships-Management Sciences, HR (Workshops)

at Syrian Trust for Development – SANAD NGOs – Hadara , online courses
•Online training (Academic Writing – Graduation Projects – Professional Planning)
•Educational consultancy (KHAMSAT website - MOSTAQAL – Up Work - electronic platforms)      

•HR (Recruitment and Evaluation) for centers in Egypt 2020-2021
• HR (Selection and Recruitment ) in Derasah Saudi Arabia Company 2020.




	Proofreader, Scenarist 

  Freelance
Jan 2015 - Present
                                                       Proofreader and editor of Scientific Research in Arabic and English .
                                                        Writing short movies (Our Life is Hope 2021 –Drama Academy and Nisan Film company(
Mar 2017 - Oct 2017
HR Assistant 

  University Putra Malaysia

· Plan and coordinate the workforce to best use employees' talents

· Coordinate and supervise the work of specialists and staff

· Oversee recruitment and hiring process 
 Bilad Al Sham University

July 2016 - Dec 2016 
             Teaching Assistant 

                                                       Damascus-Syria 
      Faculty of Economic and Faculty of Information- )Scientific Research workshops)

	Education 

	· DBA  Ongoing in Business Management  (Business Incubators) – Paris School of Management  –  France -2019~2022
· Research Fellow at Multimedia University Malaysia 2020~present.
· Ph.D. in Education Management – IICSE Univ. – USA – 2019~2021 -Graduated.  Waiting for graduation documents
· Master’s Degree -Electronic Business Management-GPA:Very good 76%- at Arab Academy for E-Business-Syria-2019  March.

· Master’s Degree- Demographic Sciences and Population- GPA:Very good 83 % -at Higher Institute for Demographic Studies & Researches –Syria, 2019.

· Postgraduate Studies –Economy and Development - University Putra Malaysia -2017.

· English language Studies – University Putra Malaysia – 2017.

· Bachelor’s in Economy -Banking and Finance-Very good- Bilad Al Sham University –Syria 2012~ 2016. 

	Related Skills 

	· Team player skills. 
· Achieving the assignments and objectives is a personal challenge towards satisfaction. 
· Analytical mind mapping that helps in problem solving and finding solutions.  
· Computer skills; MS Windows (Word, Excel, Power Point,)( SPSS, Visio, E-Marketing ). 

· Project Management Professional (PMP) Course at Venture - Syria



	Achievements:
· Founder at Kaizen for Educational Services (Visa - Ticketing - Scholarships- Approval Letter for Universities - Training - Immigration - Job Offers)
· Published two scientific papers

· An applied project on the Syrian Virtual University SVU – Business Incubator in Syria 
· Inclusion of a private university (Bilad Al Sham Univ.) in several international rankings (Uni Rank – Webometrics) 

	Others:

- Volunteer in Lifetime team- Training department, 2019~2020.
-  Volunteer at Business Clinic, Trainer 2016.
- Member of the Syrian Scientific Society of Quality, 2015

- Attending Japan International Cooperation Agency (JICA) volunteer activities ) Participation in livelihood improvement, training and development projects( 2006~2012.
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