Curriculum Vitae: Marian Rahhal					Mobile: 03/953237
Address: Apartment 8, Third Floor, Sanossian, Fouad Botrous, Mar  	E-mail: marianrahhal@hotmail.com
Mikhael, Beirut, Lebanon

Summary:
A highly motivated self starter, work extremely well in pressurised environments, possess excellent interpersonal skills, multilingual effective communicator, and have the ability to build positive relationships at every level of an organisation. 

Experience:
Saudi Arabian Cultural Bureau(SACB) – Dublin, Ireland 			(May 2013 – Nov 2018)
Academic Supervisor:
· Supervising 170 Saudi Arabian Students attending Irish Third Level Institutions studying a wide variety of courses from Bachelor Degree, Masters, PhD, Medical Internships, and Fellowships.
· Responsible for all administrative tasks associated with the students and their respective academic institutions.
· Coordinate with the finance department in accordance with the SACB sponsorship program regulations with regards to financial guarantees, grants, student allowance payments & expenses, tuition fees, health insurance, and any other financial activities as required.
· Responsible for academic relations and admissions including engagement with academic institutions for reports on student academic progress and transcripts. Review and Update student files regularly accordingly.
· Answering all student inquiries daily using our online portal system, email, and telephone.
· Supervise students through their academic journey, support students through advice on the services provided by the ministry of education, issuing of financial guarantees, and provide guidance to sponsored students on their rights and responsibilities as an international sponsored student in Ireland. 
· Provide training and mentoring to new staff members.
· Acted as SACB lead for external engagement with international bodies to develop an internship program with multinational organisations such as Google and Facebook. 
· Point of contact for VHI for all SACB student health insurance including generating new policies and issuing cancellations. 
VHI – Dublin, Ireland 								(Feb 2013 – May 2013)
Customer Care Service Agent:
· Record all conversations with clients with details of inquiries or complaints, and action steps that were taken using our Customer Management System.
· Answering all inquiries via phone and email regarding the SACB group scheme policy and services. 
· Preparing a weekly shortfall report for submission to SACB and deconflict with them thereafter.   
· Creating new policies, adding dependants to the policy, and drafting cancellations letters.
· Contact customers who had previously made complaints to confirm their challenges have been resolved to their satisfaction.
· Take S.O.S calls from clients out of office hours to resolve any issues regarding policy cover or hospital emergency. 
Lebanon Reforestation Initiative (LRI) – USAID Project, Beirut, Lebanon 	(Jun 2011 – Sep 2012)
Office Manager/Logistician/Procurement:
· Managed all administrative functioning & logistics of LRI Beirut office. Organised project office set-up & ongoing functioning, including securing required office equipment, supplies & maintenance. Coordinated the activities of all the office members in close cooperation with the project director. Took minutes at meetings. Data entry & file management. Provided translation from English to Arabic & vice versa as required.
· Maintained human resources records & coordinated closely with project director in execution of personnel management & recruitment. Prepared and trained staff on the use of internal administrative documentation. 
· [bookmark: _GoBack]Responsible for travel arrangements, accommodation and transport for staff/expatriate members both in Lebanon and abroad. Managed the organisation transport fleet and vehicle rental. Organised external activities/meetings/conferences through coordinating arrangements for workshops & training from catering to specialised equipment requests.
· Responsible for procurement process within the organisation. Prepared purchase requests & orders for general office goods & services. Issued and drafted vetting forms for training and contractors. Performed bid analysis on all quotations. With the support of the management ensured that logistics procedures were implemented.
· Personal assistant for the project director.
Rest House Tyr Private Tuition School, Tyr, Lebanon   	                       (March 2011 – June 2011)
Elementary School Teacher (Temp Position):
· Taught International students ranging from age 3 – 7yrs in one single classroom. 
· Finished their academic year books, adding French and Arabic to their national curriculum.
· Prepared materials and classrooms for class activities.
· Instructed students individually and in groups, using various teaching methods such as lectures, discussions, and demonstrations.
· Adapted teaching methods and instructional materials to meet students' varying needs and interests.
LBLI – ACDI/VOCA – USAID Project, Beirut, Lebanon      		         (Nov 2010 – Jan 2011)
Office Manager (Temp Position):
· Managed office administration. Maintained Human Resources records & files. Data entry, filing and archiving. Took minutes at meetings. Answered general queries by telephone. 
· Arranged travel, accommodation and transport for staff members. Provided support in procurement procedures. Coordinated repairs to office equipment.
· Translated documentation from English to Arabic and vice versa. Provided oral translation and/or performed the duties of an interpreter when required. 
Mercato Del Golfo- Naqourah/Tyr, Lebanon      				(July 2008 – Aug 2010)
Restaurant Manager:
· Full responsibility for the business performance of the restaurant.  Prepared daily reports including sales, bar & stock inventories. Setting the restaurant budget with the approval of senior management. Maintained high standards of quality control, hygiene, health & safety and HACCP.
· Coordinated the entire operation of the restaurant, including the kitchen, bar, and front of house. Managed stock levels, sourced and ordered supplies. Prepared cash drawer and provided petty cash as required. 
· Planned, coordinated & designed menus. Organised marketing activities such as promotional events, daily Chef special and specialised menus. Responded to customer complaints and recommendations. Responsible for the recruitment of all staff, and training & mentoring of both new and existing staff.  
United Nations Finnish-Irish Battalion, Blaat, Lebanon 			(Oct 2006 – Oct 2007)
Language Assistant/Interpreter:
· Extracted & translated from local media/press articles related to Lebanese politics, the prevailing situation in the Battalion area of operations and Lebanon as a whole. Advised Finn/Irish Officers on all matters related to public relations with officials and social authorities from Lebanon and organised said same events. Coordinated and arranged meetings with officials and local authorities.
· Interpretation services and duties with locals, and translation of broad ranging documents from Arabic to English and vice versa.
University of Balamand, Lebanon              					(Jan 2002 – Jan 2006)
Clerical Assistant:  
· Whilst studying at university I performed broad ranging clerical work at the office of student affairs. These included representing the university in book exhibitions, handling payment slips in the mail room, advising and processing financial aid assistance, posting announcements and I had overall responsibility for one of the dorms.
Education:
University of Balamand, Lebanon:						(Sept 2002 – Aug 2006) BBA (Bachelor in Business Administration), Major in Tourism and Hotel Management:
Including Placement:
· Room Division Training (500 Hours): Operator, receptionist, guest relations, business club receptionist, and reservations work experience with the Gefinor Rotana Hotel-Hamra, Beirut.
· Food & Bevarage Training (250 Hours): Lobby Bar, room service, and waiter work experience with the Safir Heliopolitan Hotel-Raouche, Beirut.
Marjeyoun Technical School, Lebanon:					(Sept 1999 – July 2002) Lebanese Baccalaureate (Accounting & Informatique)
· The equivalent of the Leaving Certificate in Ireland.


Skills:
· Fluent in English and Arabic. Good knowledge of French and have completed a course in beginners Italian. 
· Highly organised with particular attention to detail.
· Excellent numerical, analytical and business writing skills.
· Motivated and self-driven with excellent communication, interpersonal & networking skills.
· Proactive and enthusiastic, good team player with an ability to work on my own initiative.
· Outstanding computer skills and proficient in operating Microsoft Office Suite, Microsoft Outlook and Fidelio.
· Full International Driving Licence.

Interests/Hobbies:
· Cooking and fine dining are a passion of mine. My favourite cuisine is Italian. 
· Fitness in general, regularly attend the gym, walking and running.
· Other interests include fashion, travelling, volleyball, tennis, and reading.

References:  Available on request
