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Based in: Dubai – UAE.
Telephone: +971551989441
E-mail: marinadebs@gmail.com
Place of Birth: Lebanon
Date of Birth: 7/11/1983


Summary Of Qualifications


· A hard-working, professional and effective events-organizer with an ability to work independently in a changing and multi-tasking environment with numerous and competing deadlines.
· Highly adaptive and industrious learner who takes initiative to learn new skills and work independently.
· Experience in leading a team in opening new clinics all across UAE. 
· Project manager (managed the DED project along with DED (Dubai Economic Department, Neuron, RAK Insurance and DAT (Dar Al Takaful Insurance)). I was handling, on a daily basis, 150-200 clients and issuing 300 policies per day.
· I was building a network of travel agencies and freight forwarders. I have signed 40 agreements with different travel agencies n freight forwarder in 6 months
· Excellent customer support Record / File maintenance
· Administrative support Sorting / Processing mail
· Team collaboration Problem solving
· Client relations
· Up-selling/ Sales support and Complaint handling
· In-depth knowledge of office equipment Reports and documentation
· Native Arabic speaker , fluent English with excellent spoken and written skills.







Work Experience 


Business Development Manager  					     04/2017 to 02/2018
ISA DWC (Insurance Consultant Agency)                                                                   Dubai, UAE

· Portfolio management
· Handling clients and delivering high service to them
· In charge of all clients inquiries during the year
· Negotiate renewal terms as well as obtaining options from different insurance companies
· Business placement and making sure clients receives his documentation within the agreed upon TAT
· Reconciliation of account and ensuring quality check from insurance companies prior to release to clients
· Monitor the relationship throughout the year and initiating visits to key clients on quarterly basis or whenever required.
· Handle client complaints and queries with outstanding efficiency on timely manner including but not limited to Benefits, Payments, entitlements and eligibility.


Account Executive 							          08/2016 to 02/2017
NASCO Middle East 	                                                                                               Dubai, UAE

· Portfolio management
· Handling clients and delivering high service to them
· In charge of all clients inquiries during the year
· Reconciliation of account and ensuring quality check from insurance companies prior to release to clients
· Monitor the relationship throughout the year and initiating visits to key clients on quarterly basis or whenever required.
· Handle client complaints and queries with outstanding efficiency on timely manner including but not limited to Benefits, Payments, entitlements and eligibility.


Project Manager/Clinic Manager					       10 /2015 to 08/2016
Dr. Batras Homeopathy Clinic  						         Dubai, UAE

· Accomplishes human resource objectives by recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees; communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures.
· Achieves operational objectives by contributing information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change.
· Constantly monitor and report on progress of the project to all stakeholders
· Meets financial objectives by forecasting requirements, preparing an annual budget, scheduling expenditures, analyzing variances and initiating corrective actions.
· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.


Office Manager/Senior Client Manager				   07/2012 to 08/2014
Future Insurance Broker Services LLC                                                                             Dubai, UAE

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.
· Acting as a contact between the company and its existing and potential markets.
· Negotiating the terms of an agreement and closing sales.
· Gathering market and customer information.
· Handle client complaints and queries with outstanding efficiency on timely manner including but not limited to Benefits, Payments, entitlements and eligibility.
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Capable of managing multiple task simultaneously and meeting tight timelines
· Attending conferences and training.
· Being the sole point of contact and representative for all clients


Globe Advertising FZL							      09 /2011 to 06/2012
Account Executive								         Dubai, UAE

· Meeting  and  liaising with clients to discuss and identify their advertising requirements.
· Strong sales and customer services skills.
· Working with agency colleagues to devise an advertising campaign that meets the client's brief and budget.
· Negotiating with clients and agency staff about the details of campaigns.
· Presenting creative work to clients for approval or modification.
· Monitoring the effectiveness of campaigns.
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ASSUREX Insurance and Reinsurance			                     01/2007to 12/2010 Medical Underwriter in Life and Health Department			  Beirut, Lebanon

· Coordinating between the company and TPA companies.
· In charge of all quotations
· Handling brokers’ issues and queries
· Study of medical cases and liaising with the consulting physicians of the TPA companies
· Regular trainings on all Medical Insurance products supplied through TPA companies



Fondation Grain de Ble					                     07/2005 to 01/2007 Medical Underwriter in Life and Health Department			  Beirut, Lebanon

· Responsible for acting and animation activities for young aged individuals including children with special needs.
· Involved in all activities and events presented in the following countries:
             United Arab Emirates (Dubai), Sultanate Oman, Qatar, Bahrain, Syria, Jordan





Education    

Bachelor of Nursery Teaching					             Oct 04- Jul 07	
Lebanese University- Metn- Lebanon
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