Outsourcing of Human

Resources Management

Since1988

COMPANY PROFILE
Outsourcing Lebanese Manpower
The top two reasons for outsourcing are the benefits of cost
and time efficiency.
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Company History
Company History

It was in 1988 that the Business Services Ofﬁce (hereinafter referred to as
BSO) was launched in Bikfaya, El Metn. Shortly after, BSO took over travel
transactions and received the International Air Transport Association (IATA)
certiﬁcation on May 1, 1991. This recognition was essential to boosting travel
business and marked the ﬁrst successful initiative for BSO. In 1996, following
eight years of continued growth, BSO expanded its business and added the
Recruitment and Outsourcing Services operating out of the hub of Lebanon’s
business center. To date, we are currently operating out of three locations to
cover a larger landscape and reach more candidates and are primarily based in
Freeway Center in Sin-El-Fil, Beirut, to promote HR Services within Lebanon,
the MENA and Gulf regions.

Who Are We?
BSO is the leading Outsourcing Company in Lebanon,
whether you are looking for Payroll Management or HR
custom made services or Outsourcing of personnel from
Lebanon or outside, we have the experience and industry
contacts to help you ﬁnd the perfect outsourcing service
for your business. We have the strength that stems from a
business founded over 27 years ago and has since built a
solid reputation as a regional leader specialized in
outsourcing and we have been serving our clients
from Non-Governmental Organizations, International
companies, offshore companies and more since then.
You can rely on us to meet your toughest outsourcing
challenges in a fast and cost-effective manner.
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We Are Experts in the Field
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Our BSO consultants have strong backgrounds in Outsourcing. We offer
extensive experience in the stafﬁng industry which allows companies to
focus on their core business, reduce cost and increase competence. Our
team is passionate about providing ﬁrst class service to both existing and
new clients.

Efﬁciency and Speed
No matter whether your needs varies from large-scale HR projects to more
routine tasks, our dedicated HR consultants accelerates the procedure, and
works easily and produces revenue more quickly while keeping control of
day-to-day operation. Allocating your HR to BSO generates more
operational efﬁciency and proﬁt throughout time and
gives you time to focus on your internal workforce
powerfully.
We carry the trust of our customers and clients, as our
well-trained Outsourcing consultants go above and
beyond to ensure that all your requisites are met in
a timely and efﬁcient manner. We remain available
to assist you with all your Outsourcing HR needs.
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BSO Methodology
BSO observes the highest principles of ethics, equity, integrity, professional conduct and
fair practice in dealing with others and conducting business in a manner designed to
enhance the operation, image and reputation of the outsourcing industry.Ethical
conduct is not simply compliance with legal requirements but extends to honesty
and respect for and equitable treatment of others, integrity and social
responsibility. It is conduct that holds up to disclosure and to public
scrutiny. BSO acts towards other members and non-members,
employers, secondment staff and others
in good faith at all times.

Methodology 1 - Respect for the Law
BSO complies with all relevant legislation, statutory and non-statutory
requirements and ofﬁcial guidance and will do so in the event of any future
amendments to such requirements during service provisions.

Methodology 2 – Respect for Honesty and Transparency
BSO acts honestly in all dealings with secondment staff, employers,
members, non-members and others.
In the course of representing a secondment staff or employer, BSO does not
knowingly make a false or inaccurate statement, fail to disclose a material
fact, or make a representation as to future matters without having reasonable
grounds.
All fees, charges and services provided must be explicitly and fully disclosed
to clients prior to the acceptance of an assignment, or prior to any work
being undertaken for an employer.
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Methodology 3 – Respect for Work Relationships
BSO will not undertake actions that may unfairly or unlawfully interfere in
work relationships established by others.
BSO will in their dealings, with all other REC members and non-members,
treat parties with respect and aim to work in a fair and open competitive
environment.

Methodology 4 – Respect for Diversity
BSO adheres to the spirit of all applicable
human rights, employment laws and regulations and will treat secondment staff,
employers and others without prejudice
or unjustiﬁed discrimination. BSO do not
act on an instruction from an employer
that is discriminatory and should, wherever possible, provide guidance in
respect of good diversity practice.
BSO will treat all secondment staff and
employers with dignity and respect and
aim to provide equity in the given Outsourcing Services.

Methodology 5 – Respect for Safety
BSO will act diligently in assessing risks
to secondment staff and employers and
will not knowingly put at employers or
others.
BSO will inform the secondment staff
whenever they have reason to believe
that an engagement may cause a risk to
health and safety.
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Methodology 6 – Respect for Professional Knowledge
BSO will work diligently to develop and maintain a satisfactory level of
relevant and current professional knowledge.

Methodology 7 – Respect for Certainty of Engagement
BSO supplies secondment staff with full details of the conditions of
employment, nature of the work to be undertaken, rates of pay, method
and frequency of payment, and pay arrangements in accordance with
requirements of current legislation.
BSO will ensure that any variation to the engagement can only occur
with prior notiﬁcation and agreement of the worker.

Methodology 8 – Respect for Prompt and Accurate Payment
BSO will pay promptly and accurately any wages and beneﬁts due in
accordance with any agreed terms and legal requirements.
BSO does not penalize temporary/contract workers, for having been late
or failed to attend part or all of an assignment by making deductions
from their pay.

Methodology 9 – Respect for Conﬁdentiality and Privacy
BSO observes the highest principles of integrity, professionalism,
equity and fair practice to maintain the conﬁdentiality and privacy of
secondment staff and employer information and respect the conﬁdentiality
of records in accordance with the law and good business practice.
BSO ensure that permission has been obtained and documented before
disclosing, displaying, submitting or seeking conﬁdential or personal
information.
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BSO Ofﬁces
o Head Office
Address 6th Floor, Freeway Center, Sin El Fil Blvd, Lebanon.
Landline (+961) 1 488 040
Mobile (+961) 3 or 70 488 040
P.O. Box 55004 Sin EL Fil

o Bikfaya

o Mtayleb

Address Ground Floor, Touma Bldg.,

Address 1st Floor, Mtayleb

Main Street Bikfaya, Lebanon.

Center, North Metn, Lebanon.

Landline (+961) 4 982 040

Landline (+961) 4 927 453

Mobile (+961) 76 488 040

Mobile (+961) 71 488 040

P.O. Box 206 Bikfaya

Skype ID: nabseb
Email: bso@bso.com.lb

Outsourcing of Human Resources
Services
OVERALL RESPONSE
BSO Object’s Emphasis (BSO By Laws)
o

Since 1988, BSO has been registered in the Lebanese Trade Registrar as
a business servicing company. This exposure has helped us in building a wide
range of Public Relations (PR) among business companies and candidates.
We have diligently served hundreds of companies in a wide range of business
sectors including Travel Services, Insurance Services and Event Management
Services. In 2004, BSO was a pioneer in the Recruitment and Outsourcing
Services in Lebanon. We initiated this service in order to support Human
Resources Departments in the Business sector. BSO has been ofﬁcially
licensed since then to be legally authorized in doing such services in
Lebanon, a ﬁrst for a Lebanese company.

o

BSO is fully compliant with Lebanese laws as this has always been part of
our major business ethics. For this reason, we have been registered in the
National Social Security Funds since the establishment of our business in
1988. In addition, when Lebanon implemented the TVA system, BSO was
the ﬁrst to be registered and pays the TVA on a quarterly basis as dictated by the Lebanese Government. In order to be fully compliant with the
Ministry of Labor, BSO has also registered its bylaws in the Ministry of
Labor. BSO is registered in the Ministry of Finance and pays all its dues in
this respect on a yearly and punctual basis.

Audited Financial Accounts
o

In terms of its ﬁnancial position, BSO is in excellent standing. We have known
consistent, stable and sustainable growth for years. Several indicators
demonstrate our ﬁnancial health as shown in the two latest BSO audited
ﬁnancial statements for year 2018 and 2019 .
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Management HR Methodology
Human Resources Management - Outsourcing:
o

o
o
o
o

o

BSO shall recruit national consultant(s) to perform a range of programmatic
functions to be supervised on a day to day basis by the Outsourcing Client relating
to planning, implementing, monitoring and evaluating the Outsourcing Client
assisted program slash projects in Lebanon. These individuals shall be regarded
as employees of BSO.
BSO shall be responsible for the computing invoicing and disbursement of pay and
other entitlements based on the Outsourcing Client standard scales and beneﬁts.
BSO shall be responsible for the tax administration as required by the Lebanese
Labor law, including Social Security and income tax deductions.
BSO shall be responsible for the administering consultant contracts, including
maintaining individual ﬁles with relevant documentation (CVs, Attendance
Records, Leave Records, Media etc.)
BSO will immediately upon receipt of a written notice from the Client, replace any
staff member whose behavior and/or conduct is shown to be undesirable or a
threat to the successful operation of the program activities. Such a written notice
will contain the exact nature of the undesirable behavior and/or conduct and shall
be addressed only to BSO.
BSO will ensure proper leave planning for its staff and will arrange for a suitable
replacement of equal qualiﬁcations personnel if any staff is to be absent for more
than Seven consecutive days in case of sick leave.

Salaries:
o

o

The payments of services of all the secondment staff shall be at the rates ﬁxed
by the Outsourcing Client and in consideration of local market rates. Salary
payment shall be made directly by BSO to this staff on the ﬁrst day of the
month, and at most within the ﬁrst week of this subsequent month.
BSO shall be reimbursed by the Client upon submission of invoice,
attendance sheets, summary activity report and proof that payment
has been affected to the contracted personnel.
In the event that it is required to revise the individual’s fees/
salaries due to the economic situation or ﬂuctuation of prices,
the fees /salaries may be revised only upon consultation
between the Outsourcing Company and BSO, and an
acceptance of the client for such revision.

Annual leave and public holidays:
o BSO will comply with all local Labor Lebanese laws including Social Security,
leave entitlements for staff and tax regulations.

Health insurance, death and disability:
o BSO is to provide and administer health insurance to the consultants under
o
o

this agreement with the Outsourcing Client.
BSO is to provide insurance coverage for death and disability, resulting from
any cause to the consultants, through reputable local or international
insurance provider.
BSO shall, upon request, provide the Client with satisfactory evidence of the
insurance as required herein.

Reporting:
o BSO shall compile and submit a monthly report for each project with covering

letter including quantitative indicators such as number of personnel provided,
and other services performed.

Reimbursement of travel costs:
o

BSO is to reimburse the consultants their travel costs for ofﬁcial travel authorized
by the client.

o

The Outsourcing Client shall reimburse directly to BSO after receipt of invoices
with supporting documents, including travel authorization document trip reports,
claim forms, and a detailed mission report duly.

Overall Experience
Staff Professional Experience
We are a group of highly dynamic, creative and talented individuals, ready to
go that extra mile to create world-class services for our customers. Our
employees make BSO a great place to work and are the reason why our
clients choose to work with us on their most challenging projects. This forms
the basis of our innovative reputation and success. The stafﬁng structure of
BSO is designed to properly cater to the needs of our clients servicing them
through the following major ﬁve departments and head of departments,
each supported by a team of highly trained and qualiﬁed professionals:

o Outsourcing Management – Mrs. Rana Jurdi
o Recruitment or Identiﬁcation of Candidates- Mrs. Nicole Bou Abdo
o Accounting and Payroll Management - Mrs. Pauline Nassour
o Travel Services Management - Mrs. Gisele Chaaya
o Insurance Services Management - Mrs. Zeina Zebian
Through their strong academic background in their respective ﬁelds of studies,
enhanced post educational trainings and seminars, customer satisfaction
oriented behavior, deep knowledge in the Lebanese labor laws as well as their
multiple years of committed service within the BSO family, the ﬁve major key
personnel have offered great service
to our multiple clients throughout
the years and will deﬁnitely
be up to the standards of
excelling in accommodating
all of our client requirements.

BSO Portfolio
As stated in the previous sections, BSO has been excelling for more than 27 years in
providing Outsourcing HR Services to a multitude of clients. For the longest time, our
clients have been valuing our services and expressing their gratitude; as an example,
Mauve . Clients sizes have varied from small local companies to large multi-nationals,
in the different sectors: Private; Public, International Organizations as well as NGO’s.
The clients that we have proudly served are spread across three continents,
namely: Asia (Lebanon, UAE, China), Europe (Turkey, Germany),
America (United States of America). Our Senior Outsourcing Manager
has put the lists of served clients in the last 24 months, in their respective
ﬁelds of operation. BSO signed Outsourcing Agreements with clients
working with several ﬁelds of businesses which were distributed
between, NGO’s, International companies, Engineering, Software
and Education sectors, in addition to many others.

List of Some of BSO Outsourcing Clients
Lebanon
1. UNITED NATIONS CHILDRENS FUND - UNICEF
2. UNITED NATIONS HIGH COMMISIONER FOR REFUGEES - UNHCR
3. THE INTERNATIONAL LABORS ORGANIZATON – ILO
4. UNITED NATIONS DEVELOPMENT PROGRAMME - UNDP
5. UNITED SPORTS OF LEBANON
6. AIR FRANCE
7. L’OREAL
8. KPMG PCC

International
1.RESOURCES - UAE

5. FRANZ HAAS - TURKEY

2. HIKVISION - UAE

6. MAUVE - UK

3. HUAWEI - CHINA

7. ORACLE – USA

4. ESTEE LAUDER - USA

8. ALITALIA - ITALY
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Client References
At BSO, our top priority has always been the satisfaction of our clients. We strive for excellence
and are committed to building lasting relationships. In turn, BSO clients have expressed
gratitude for our professionalism, honesty, transparency and integrity in many different
forms; one of them being through written references. Below is one of many letters of
appreciation BSO has received from The International Organization UNICEF that we are
proud of having serviced UNICEF for 5 consecutive years with our Outsourcing HR Services.

Managing Director Resume
Mr. Nabil Sebaaly is the Founder and Managing Director of BSO. He holds a bachelor’s
degree in Business Administration from the Lebanese American University (LAU). Under
his leadership, BSO has known signiﬁcant and consistent growth since its conception in
1988. His passion has placed it at the forefront of multiple areas of business, including
Travel and Tourism, Insurance, Recruitment, Outsourcing, Event Management, and Real
Estate. Through hard work and dedication, Nabil has built solid foundations and expanded
the company at national and international levels. As the Executive Manager, he drives the
company’s agenda by applying human resources skills in the areas of development,
workforce planning, consultation, project management, and communication. Mr.
Sebaaly pro-actively deﬁnes and implements solutions that address the speciﬁc needs of
the business. Since 1996, he is responsible for developing, leading and driving the execution
of Recruitment and Outsourcing projects. Mr. Sebaaly and his team of experts have
successfully provided and managed human resources services for several multinational
organizations, most notably: Alshaya Co. W.L.L, Paris Gallery, International Labor
Organization, Air France, RASGAS, Ministry of Education in UAE, UNICEF, and UNHCR
to name a few. Mr. Sebaaly is a respected, resourceful, and solution-oriented professional
who aspires to achieve extraordinary results and exceed client expectations. In addition
to his work, Mr. Sebaaly is also the Chairman of three charitable organizations: Safe
Haven, the Al Sebaaly Association, and Grain de Blé in Lebanon.

Workload Action Plan
In order to ensure that capacity is sufﬁcient for the anticipated/evolving workload,
our BSO team of educated and highly qualiﬁed professionals work together to
handle the Outsourcing tasks.
All major work is attributed to the following departments: Recruitment (lead by
Mrs. Nicole Bou Abdo), Outsourcing (lead by Mrs. Rana Jurdi) and Accounting
(lead by Mrs. Pauline Nassour). The latter is responsible for invoicing and payroll
management. In addition, all travel arrangements (transportation, accommodation
and rental) are managed by our Travel Manager (Mrs. Gisele Chaaya). All insurance
coverage (medical/workman) are processed by our Insurance Specialist (Zeina
Zebian). Mr. Nabil Sebaaly is responsible for supervising the overall coordination
of the project and ensuring that all work is conducted in compliance with the
Lebanese Labor law.

Proposed Methodology and Approach
The Process of Outsourcing
o BSO brought the Outsourcing Services to Lebanon three decades ago, which brings
seniority to our business due to the number of well-known international and local
companies we work with. It is adamant that we handle all our clients’ requests and
projects with high end customer service and professionalism, as this is our top priority.
When you partner with us you can rest at ease knowing that we will still be around
tomorrow.

Outsourced Staff or Secondment Staff
A secondment arrangement involves an employee being temporarily assigned to
another organization. The secondment is regarded as a provision of human
resource services. When you assign your employee to work for another company
under a secondment arrangement, you may recover salary and staff related costs
from that company. It is regarded as a provision of human resource services. The
secondment staff is working only for one company and they provide assistance
with questions concerning compliance and legal concerns, access to Insurance,
worker’s comp, and medical/dental beneﬁts.
Reasons behind Outsourcing Secondment Staff:

o

Providing staff for short-term projects.

o

Providing cover for short-term absences.

o

Lower cost.

o

Focus on the core activities of the company.

o

Client wants to worry free about staff HR functions.
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Payroll Management
o
o
o
o
o
o
o
o

Payroll is a business-critical operation for every organization.
Our advanced payroll system advantages are:
Calculate the Income taxes accurately according to the Lebanese law.
Social security taxes calculation.
Help you carry out your pay run with greater speed, efﬁciency and conﬁdence.
Work out payroll calculations and deductions quicker.
Generate accurate pay slips.
Calculate bonuses, expenses, holiday pay.
Automate certain tasks, such as year-end reporting.
Store data such as pay slips and annual reports in a secure, easily accessible system.

Visa Services, Work and Residence Permits
We handle all the mobilization for foreign employees – we obtain visas and work
permits on their legal residence permits in Lebanon.
Our excellent connections with the Ministry of Labor, Ministry of Immigration and
Public Security, helped us to overcome the mobilization process smoothly, successfully
and in a short period of time.

Employee Beneﬁts
o

o

Because we care about our outsourced staff safety and health care, we provide the
below kinds of Insurance:
Medical Insurance policy: Covers medical and surgical expenses if and when needed
due to healthcare issues or in case of accidents. They are covered in-hospitals or for
outpatient doctor visits and medicine prescriptions.
Workmen Compensation: provides wage replacement and medical beneﬁts to
employees injured in the course of employment
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