
JOUHAYNA SALHA
                  Mobile: 03/442463	                                                          Email: jouhaynasj@hotmail.com
                           Address: Mijdalaya- Aley                                    Nationality: Lebanese
Date of Birth: 4/12/1980
  
Objectives
 A highly-motivated, results-driven individual seeks to monitor and increase growth as a Business Administrator.
 Education
 Arab Open University 
           Bachelor’s degree in Business Management            2014 - 2018
 NBC Institution
            Bt3 in Marketing SKILLS 	2014
  Skills
 ● Introduction courses to anti-terrorism
 ● Security officer training
 ● Fluent Bilingual (Arabic) and very good (English)
[bookmark: _GoBack]   Microsoft office Word, Excel, and PowerPoint 
 ● Punctual, Excellent team player, and quick learner
 Professional Experience
 International College School 
 Shift leader and Security Officer     City, LEB     2016 – 2017
• Tasks: Monitored and executed necessary tasks to ensure the schools safety  internal and external     area    
• Tasks: Greeting visitors and guide them at the campus  
  Assaf for Construction
 Secretary and accounting        City, LEB	2010 – 2016
 ● Tasks:  Accounting process ,issuing receipt and vouchers, archiving and  typing documents ,answering phone calls .
 ● Tasks : Make appointment and solving problems related to work , greeting customers ,collect money  from clients .
Altawfeer Market
 Cashier and sales                City, LEB	             2008 – 2010     
 ● Tasks : Sales  and help customers
● Tasks : cashier
Bankers Insurance
Secretay
• Tasks : secretary job and issuing a policy on the online system
Halabi Electric
Sales and Accounting          City , LEB                      2001-2005
• Tasks : sales and customer service, accounting.
• Tasks : Inventory of goods and ware house.

