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SUSAN            
HONJO 

C O N T A C T  P R O F I L E  

K E Y  S K I L L S  &  C O M P E T E N C I E S  

• Construct ion  Supervis ion  

• Property  Management  

• Sustainable  Development  

• Cl ient  Relat ion  

 

• Enter  you r ex pert ise  

development and energy efficiency 

of buildings, solid international ex-

periences in planning, researching 

and management of project, supervi-

sion of construction site, client con-

sulting and management of excep-

tional property and private events.  

Work independent, proactive, orga-

nized and multi-tasking, flexible, 

adaptable to different environment. 

Polyglot (French, English, Portu-

guese and Italian). 

M AST E R  |  S u s ta i n a b l e  D e v e l o p m e n t  
U n i v e r s i t y  o f  G e n e v a  

2 0 1 2  

 

C E RT IF ICAT E |  Hu m an  Re s ou r c es   
H u m a n  R e s o u r c e s  S w i s s  E x a m | I F A G E  

2 0 2 0  

 

E D U C A T I O N     

B AC HE LO R  |  P s yc h ol o g y 
S o c i a l  P s y c h o l o g y  |  S ta t i s t i c s  

D i f f e r e n t i a l  P s y c h o l o g y   

E d u c a t i o n a l  &  D e v e l o p m e n t  

O r g a n i z a t i o n a l  P s y c h o l o g y  

U n i D i s t a n c e  ( r e m o t e  l e a r n i n g )  

2 0 2 1  –  i n  p r o g r e s s  

 

C E RT IF ICAT E |  L & D |  DEI  
A I H R  A c a d e m y  t o  i n n o v a t e  H R  

2 0 2 2  ( S e p t e m b e r )  

 

 

A multicultural, people-focused, results-

driven, creative professional with experience in 

the areas of project management, L&D and Talent 

Acquisition. Has a Master’s degree in sustainable 

development and holds the Swiss HR Certifica-

tion and Health & Safety in the workplace. Cur-

rently completing a degree in Psychology, a Certi-

fication in Digital Learning Design and DEI. 

 

Excellent communication, interpersonal, 

and organisation skills. Passionate about people 

development, and collaborating with others to 

achieve exceptional results. Able to organise and 

manage complex projects under strict deadlines. 

Available for travels and relocating. 

 
       Professional introduction video:  

        https://susanknodel.com/profile/ 

 

 

 

C E RT IF ICAT E  |  He alt h  a nd  sa fe t y  i n  

t h e w o rk pla c e  |  S U V A  

M e n t a l  H e a l t h  F i r s t  A i d  

F 4 S  |  P r o m o t i o n  S a n t é  S u i s s e   

F o n d a t i o n  P r o M e n t e  S a n a   

2 0 2 1  

 

✓  H UMA N  RE S OU RCE S  –  HR  a d m i n i s t r a t i o n  a n d  R e c r u i tm e n t  p r o c e s s  |  S u p p o r t  

L M S  u s e r s  |  M a n a g e  AT S  |  S k i l l s  a n d  C o m p e t e n c i e s  S u r v e y  &  P e r f o r m a n c e  R e v i e w  

|  C o o r d i n a t e  l o g i s t i c s  |  F a c i l i ta te  r e m o te  m e e t i n g s  |  S u p p o r t  J u n i o r  Ac a d e m y  

P r o g r a m .   
 

 

 

 

✓  P R O JECT  MAN AG EME NT  –  M a n a g e  g e n e r a l  o f f i c e  a d m i n i s t r a t i o n  ta s k s  |  R e -

p o r t  P r e p a r a t i o n  |  C o o r d i n a t e  f e a s i b i l i ty  s tu d i e s ,  b u d g e t s  a n d  s u p p l i e r s  |  O r -

g a n i s e  m e e t i n g s  a n d  e v e n t s .  

 

 

 

 

 

✓  E -LE AR NI NG  &  DI GIT AL  M AR K ET IN G  –  S u p p o r t  v i r t u a l  t r a i n i n g s  |  D e v e l o p  t r a i n -

i n g  a c t i v i t i e s  |  M a n a g e m e n t  o f  L M S  |  C r e a t e  e - l e a r n i n g  c o u r s e s  w i th  Ar t i c u l a t e  |  

E l a b o r a te  S o c i a l  M e d i a  C o n t e n t  | I d e n t i f y  t r a i n i n g s  n e e d s  |  s u p p o r t  c u r a to r s  | E d i t  

t r a i n i n g  v i d e o |  C r e a t e  v i d e o  u s i n g  A I  |  C r e a t e  l e a r n i n g  s u p p o r t  m a t e r i a l  a n d  r e -

p o r t s  w i th  I n D e s i g n |  U p d a t e  w e b s i t e s  u s i n g  W o r d P r e s s  |  E l a b o r a t e  P r e s e n ta t i o n  

S l i d e s  |  K M S  C o n te n t  

 

 

 

 

 
✓  C OM MUN ICA T I ON  S KI LL S –  E x c e l l e n t  a c r o s s  a l l  l e v e l s ,  c o m p a n y  d i v i s i o n s  

a n d  c u l tu r e s .  S p e a k s  F r e n c h ,  E n g l i s h ,  P o r tu g u e s e ,  I t a l i a n  a n d  S p a n i s h .  

 

 

 

C A S |  Ge o m at i cs  | GI S  
U n i v e r s i t y  o f  G e n e v a  

2011 

susan.knodel@gmail.com 

D i g it a l  L ea r ni n g  De si g n  
D i g i t a l  L e a r n i n g  I n s t i t u t e  

2 0 2 2  –  i n  p r o g r e s s  

 

B AC HE LO R  |  A rc hi te c tu re  
U n i v e r s i t y  o f  P a r a n a  S t a t e ,  B r a z i l  

1997 

https://susanknodel.com/profile/
http://www.susanknodel.com/


 

 

 

 

E X P E R I E N C E   

PERSONAL ASSISTANT  |  UHNWI                                   Geneva 2018 to 2019 

 

✓ Coordinate multiple administrative tasks such as property management, 
budget, booking and arranging meetings and travel, organize events, liaising 

with housing staff, suppliers and clients.   

ASSISTANT |  EPFL’s  Spin-off  KAEMCO                            Geneva 2016 to 2017 

 

✓ Organize trainings with different stakeholders on sustainable development. 

Prospect clients and partners in energy and buildings analysis using 3D City-

Sim simulation software created by Kaemco.  

✓ Assist diplomats to organise meetings, events and clerical tasks.  Engage in a col-

laborative teamwork to deliver reports under tight deadlines. Attend approxi-
mately 50 sessions with representatives of UN member states.  Elaborate reports 

to the Ministry of Foreign Affairs in Brazil mainly on sustainable development and 

human rights.  

 L&D  |  TALENT  ACQUISITION  ASSISTANT  QUANTIS L a u sanne Jan-July 2022 

 

✓ Establish a geo-located data structure (GIS) of the various elements of the 
public domain for the effective management of the City of Carouge’s heritage.  

ASSISTANT  to UN  Diplomats  |  UN Mission of  Brazi l           G eneva 2014                          

Geneva 2016 to 2017 

 

G EOMATICS ADVISOR  |Urban  Planning D epartment   Carouge 2012 to 2013                           

 

L A N G U A G E S  

T E C H N I C A L  S K I L L S  

A W A R D S  

M ast e r  Sc h ola rs hi p  

Sw iss  C o nf ed e rat io n  

 
 

 

F RE NC H   
L e v e l  C 2  

E N GLI S H  
L e v e l  C 2  

I T AL I A N 
L e v e l  B 2  

I N T E R E S T S  

✓  S cub a  D iv in g ( P AD I  C e r t i f i c a t e )  

✓  Sq uas h  

✓  T ra vel in g  ( Ar c h i te c tu r a l  H e r i ta g e )  

✓  P ho t o gr ap h y |  Ar t  |  O p er a  

✓  P ian o ( 1 0  y e a r s  o f  p r a c t i c i n g )  

R e se ar c h  Sc h ola rs hi p  

S ch mi dh ei n y  F ou nd at i o n ,   

Sw itz er l an d   

R e se ar c h  Sc h ola rs hi p  

Ja pa n I nt er na t i o nal  C o o pe ra t i o n  

Ag en c y  

J AP ANE S E  
L e v e l  A 1  

S P A NI S H  
L e v e l  B 1  

F i rst  R ew a r d 

B a ch el o r  i n  Ar c hi te ct u re  

Uni ve rs i t y  of  P a ra na  Sta te ,  B raz i l  

P O RT U GUE S E  
N a t i v e  L a n g u a g e  

MS Office (Excel, Word, Power Point) 

InDesign |  Articulate | Photoshop 

| Engagedly (LMS)| Elium (KMS) |  

AI Video | Canvas | Workable (ATS) 

Revit  | Archicad 
 

 

✓ Support the L&D and Talent Acquisition team on multiple administration tasks 
✓ Manage the LMS platform (create and update learning materials, quizzes, videos)  
✓ Provide technical assistance to users and support the performance review process. 

✓ Support for virtual trainings, Survey & Performance Review for aprox.300 employees. 
Review Internal Trainings Catalogue with curators 

✓ Manage the Recruitment platform, screen and evaluate candidates 
✓ Coordinate logistics of panel interviews, respond candidate enquiries 

✓ Provide support on various ongoing projects (Junior Academy Program) 

✓ Elaborate content for KMS and reports 
 

 
HR IN TERN  |  KLASS  ACADEMY  DIGITAL  LEARNING Geneva June – Dec.2021 

 

✓ Design and deliver team-building workshops remotely. Work cross-functionally 

reporting directly to the business manager.  
✓ Support business growth through recruitment and selection and onboarding of 

key talents. Assist HR administration and conduct evaluation interviews 
 

ASSISTANT  |  UNIVERSITY OF G ENEVA                           Geneva 2015 2016 

 

✓ Coordinate logistics and organize trainings with different stakeholders in UN 

for the Summer School Program on sustainable development.  
✓ Support professors and foreign students on their studies period in Geneva.  
✓ Communicate information with participants and professors 

✓ Develop a PhD research on urban energy performance index and strategies. 

http://www.kaemco.ch/
https://quantis.com/
https://www.geneve-int.ch/fr/br-sil-mission-permanente-omc-0
https://www.carouge.ch/urbanisme
https://klassacademy.com/
https://www.unige.ch/environnement/fr/

