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Date of Birth: November 6, 1992
Address: Tallet El Khayyat, Lebanon
Email: almaismail15@gmail.com
Mobile: 00961 70 810411
LinkedIn: www.linkedin.com/in/almaismail

Personal Profile and Career Objectives:
· A highly motivated business professional that is able to engage with multiple work set environments, benefiting from a wide range of knowledge and awareness in the areas of Management, Marketing, Social Media, Client Relations, and Human Resources.
· I enjoy going the extra mile in order to improve the overall customer service experience and to retain customers’ trust and satisfaction.
· I am seeking a position in an atmosphere that allows me to contribute my abilities in exposure to Management.
· My goal is to add value to your organization with the help of my adaptability and my grasping power, along with enhancing my professional skills set in accordance with your organizational objectives.

Education:
1996-2011                  “International College” (IC), Beirut, Lebanon
                                      Baccalaureate “2” in Economics and Sociology
2011-2014                  “Lebanese American University” (LAU), Beirut, Lebanon 
                                      Bachelor’s degree in Business Marketing & Advertising
                                      Placed on LAU’s Honor list for the 3 years 
                                      Cumulative GPA:  3.3/4
Career History: 
September 2014 –March 2015:   
Marketing Executive at Printech:
This was a demanding client facing role, where I built good rapport with existing and potential clients and managed their accounts satisfactory.
I managed the communication journey and portrayed the first port of call in terms of the execution of projects and events.

· Work on marketing collaterals including brochures, letters, emails and websites.
· Briefly Handle the Social Media accounts.
· Pay visits and check up on the execution of projects and events.
· Follow up on commercial and technical requirements for the sales process.

May 2015- May 2017:
Office Manager at Ismail Trade Est.:
As an intern, I was able to practice my intellectual abilities and successfully took the challenge of managing resources along with the responsibility for the output and input of inventories while taking a lead role in service improvements to eliminate waste and increase business productivity whilst meeting targets and matching key performance indicators. 
· Implement research on the needs of the market and customers.
· Operate as the lead point of contact for any matter specific to our clients.
· Collection of media used to support the sales of a product or service.
· Make sure that resources are employed efficiently.
· Plan strategies to initiate more business.

   November 2017-January 2018: 
        Marketing & Sales Coordinator at Golden tulip Serenada Hotel: 
· Create a Marketing Plan for growth opportunities.
· Client handling; I created action plans and followed up on them with identified owners and deadlines.
· Ensure all administration related to Sales, Social Media, & Marketing.
· Assist in the Coordination of events (Wedding Venues, NGO conferences).
· Responsible for the direct contact and budgeting for social media accounts such as Zomato, booking.com, Google.
· Handing the Social Media Accounts of ‘Midtown Hotels & Suits’ , ‘Bliss 3000’, and ‘Fawzi Burj Al Hamam – Hamra’

     February 2018- May 2018:
[bookmark: _GoBack]   Shared Services Administrative Coordinator at Arab Thought Foundation (ATF):
I held operational duties that centred on Global Communications and Events, presentations to middle and senior management and progress reviews including executive reporting, data management and analysis. I was in charge of communications and board approvals for strategic business plans.

· Reflect the Image of the SS director and manage in her absence.
· Act as the point of contact between SS director and other departments.
· Assist in organizing events and conferences (FIKR16 that was held in Dubai).
· Managing databases, and filing systems.
· Conduct research, collect, and analyze data to prepare reports and documents.
· In charge of the ATF’s "Info" email. 
· Typing, compiling, preparing reports, and presentations.
· Deal with incoming email, faxes and post, corresponding on behalf of the SS director.
· Solely responsible for the confidential Database registration when needed.

   July 2016 - Present:   
   Executive/Trustee of Ranalma – Fashion Production Line:
· Technical Design and Manufacturing the articles.
· Market and Advertise the Items.
· Responsible for Credit Control and Client Relations.
· I liaise directly with retailers locally and those operating overseas.
I am currently undertaking this family business role whilst continuing my search for the right opportunity that complements my career path in operational management that is responsible for Customer Relations, Events, and Service Delivery.

Skills and Qualifications:
· Computer skills: 
· Extensive knowledge in Excel, Word, and Power Point.
· Beginner in Adobe Photoshop.
· Basic knowledge in Tharstern SQL.
· Wide knowledge in the field of Social Media.
· Great with communication, and exceedingly sociable.
· Quick learner.
Languages:
· Fluent in spoken and written Arabic and English.
· Beginner in French & Italian.
Main Achievements:
· Organized multiple social and educational University Events.
· Tutored kids in English and Mathematics (English Educated).
· Completed 240 hours of Community Service in collaboration with respected NGO’s such as Ajyalouna and Bassma.
· Renovation of Several houses for the Elderly.
· Received several visual arts awards for excellent performance.
· I was on the Honor list for the whole duration of my University studies.
Personality Traits:
· Keen on giving a helping hand to those in need.
· Patient and considerate.
· People Person.
· Excellent communication skills (Written and Verbal).
· Very artistic with a broad imagination.
· Passionate learner.
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