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Profile Summary

I am an Event Planner and an experienced Executive Design Coordinator with a background in conceptual designs and technical drawings, material research and selection. I have planned and coordinated many design projects for commercial buildings, varying sizes of residences, outdoor spaces for events and permanent spaces. With these skills I am able to plan, design, and coordinate some of the most successful and well attended events. My experience also involves leading a team of technical professionals to design, execute and administrate and also assist with promotions. 
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Skills

· Able To Communicate Well In Teams
·  Interior Designing          
· Creative Thinking                         
· Motivated & Driven Individual
· Project Planning & Management                                      
· Event Planning & Coordination
· Works Well Under Pressure                      
· Flexible & Customer Relations Driven
· Excellent At Translating Conceptual Objectives Into Solid Results
· Conceptualizing and design development
· Architectural Planning | drafting the layouts
· 3D Rendering | Material Implementation & 3D Visualization 
· Professional material research
· Project Presentations (Conceptual mood boards and design scheme)
· Promoting Project Skills
· Building relation with members at different levels and functions
· Motivated and driven to explore new challenges and find creative solutions
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Working Experience

Conference and Event Planner 				Part-time       March 2017 - Present
Experience-Events-Creations
			

· Event planning and design while managing all project delivery elements within time limits
· Creating Design Concepts, floor plan drawing and overseeing its complete execution
· Event budgeting
· Negotiate fees, manage contracts and payments.
· Liaise with clients to identify their needs and to ensure customer satisfaction for a comprehensive and seamless design and delivery experience
· Liaise directly with suppliers and complete deals with consistent follow ups
· Organize and manage all events’ details such as decor, catering (Food and beverage orders), entertainment, location, invitee list, equipment, Event supplies, Event signage, book and direct photographer.
· Proactively handle any arising issues or  any emerging problems on the event day
· Establish standardized event procedures and train staff into properly executing them
· Track event key performance areas and identify items to work on for future events
· Serve as primary contact for all vendors.
· Manage budgets of up to $30,000 for small/ medium-scale events

Major Events: Reem & Ali Bachelorette Party ( 2016), Reem’s Bridal Shower( 2016), Ola & Ali Engagement( 2017), Jawad Baby Shower(2017), Hajj Mohamad Hajj Return Event(2017), Aya & Houssein Engagement (2017), Farah & Julien Wedding ( 2018), Isis & Mohamad Engagement( 2018), Noha & Houssein Wedding Party ( 2018), Farah & Ziad Engagement ( 2018)



Project Manager/ Sales Manager 	Full-time	   June 2014 – Until November 2018
Artech for Marble		 		
· Develop relationships, Review and analyze various sales reports to identify sales potential with current customers and potential customers 
· Utilize all marketing tools such as catalogs, brochures and vendor collateral to broaden reach and promote company product
· Provide information about our products including availability, price, delivery & installation recommendations.
· Act as a liaison between Artech and customers.
· Act as a liaison between customers, vendors, ,management and subcontractors
· Coordination with factory On Production, technical drawings explanation and deliveries.
· Project Managing: Drawing Tiling Plans, Issuing Offer, Secure Client Approval and down payment, Send to Production, Communicate delivery date, ensure deliveries, Account Settlement.
· AutoCAD Technical Drawings ( Shop Drawings, Details Drawings & Cutting List)
· Site Visits for Project Inspection & material inspection on claims
· Procurement: Project Pricing with Suppliers/ Offshore
· BOQ: Preparation, Assessment & Pricing
· Slabs Inspection & Quality Control
· Quotes prices, discusses payment terms and prepares sales contracts for customer orders
· Estimates date of delivery to customer, based on knowledge of company’s delivery schedules
· Investigates and resolves customer claims/problems with deliveries, returns 
· Follow-up with clients on project until completion and account settlement 
· Train Sales Associate, advice, support, and motivate when needed in order to help them meet their sales objectives. 
· Maximize merchandising efforts by using effective displays controlling signage, sales floor or store arrangement to ensure that they are attractive and welcoming. 
· Overseeing all aspects of associate performance, sales, operations and financial performance.
·  Establish and implement individual and team goals. 
· Effectively communicate with all partnering departments and management. 
· Create a team work environment where associates work with the understanding that their own success is largely dependent on the success of the team. 

Major Projects: ABC Verdun ( USD 700,000)- SAMA BEIRUT TOWER ( USD 900,000)- 20/30 Project ( USD 650,000)- B11 Project ( USD 800,000)- RHR 834( USD 1, 300, 000)- Saifi Plaza       ( USD 500, 000), FAL TOWER (USD 1, 500, 000)

On-going Freelance Interior Architecture Project 	Part-time	    July 2013 - Present                                                      

Freelance Interior Architect	 		Full-time	  	Nov 2013 - Feb 2014  
Pro-Design Company  					     
 
Administrative Assistant 				Full-time	             March 2009-July 2013
Development Office, Lebanese American University

Administrative Assistant				Full-time	            Sept 2009- Sept 2010
Riad Nassar Library, Computer Center, Lebanese American University 	

MAP company (Architecture & Consulting)			            June - September 2013          
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Area of Expertise
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3ds Max		   V-ray		Auto-Cad	  Photoshop                Illustrator	             Explorer 	           Office
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Education

BA in Interior Architecture                                                                           Sept 2009- July 2013
Lebanese American University	 		  	 

Conferences & Events Management Certificate                                   April 2018- May 2018
Lebanese American University

VRAY for 3ds Max 2018                                                                                  June 2018- August 2018
BIM Middle East

Baccalaureate in Economics & Sociology                                                Sept 1995- June 2009
Ecole de St. Anne de Besancon 
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Community Volunteer Work

Who is Houssain NGO								 2014 -  Present
· Project Manager
· Food distribution events
· Blood donation events
· Water distribution events during fasting time for the cab driver and people in street
· 40 acts of Kindness events
· Raising Bottle cap to switch it by an electronic wheelchair 

SAMIDOUN									         July 2006 - Present                                  

 (During Lebanon- Israel War)       
· Preparing food for displaced
· Hygiene and food distribution to school
· Collecting clothes donation, arranging, and distribution
· Site Visits to school and to needy family for donations distribution

Regular Blood Donor
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Exhibition Attended

June 2018                                 	 The Garden Show- Beirut/ Lebanon
March 2018                             	 HORECA- Biel/ Lebanon
May 2017- June 2018           	 Project Lebanon- Biel/ Lebanon
September 2012    		 100 Percent Design- London/ UK
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