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Rasha Zaghir
                                                                                                 

Personal Information: 		

            Nationality: Lebanese / Ivorian (Ivory Coast)
            Date of Birth: 14/01/1990
            Gender: Female 
            Marital Status: Single 


Work Experience:       

· PHYSICIAN AID AT AUBMC

Job responsibilities

· Responsible for administrative tasks: scheduling regular appointments and procedures , communicate with patient access and update patients files
· Follow up with patients : prepare with the physician and answer their messages 
· Answer phone calls
· Transcribe orders on EPIC system as per the physician request such as x-rays, ultrasounds, lab tests… 
·  Administering medications as directed by physician


· EXECUTIVE ASSISTANT  MANAGER ( from March 2015 till September 2018) AT ZA GROUP Company ( Touch and Alfa dealer)

Job responsibilities
· Handle follow ups and office administrative tasks
· Prepare and distribute orders to our customers and outlets
· Provide polite and professional assistance via phone and e-mail
· Use computer to generate daily reports
· Anticipate and ensure the needs of our outlets 
· Prepare and record daily outlets and customer’s sales update
· Prepare and record daily financial outlets reports (daily transactions report)
· Performing office duties that include ordering supplies and managing a record  database
· Provide general administrative support
· Manage our outlets team with a diverse array of responsibilities
· Supervise and train our outlets staff
· Manage our customers and outlets queries and complaints
· Working closely with my office manager to lead our outlets team
· Assist the accounting department with data entry and recorded outlets daily transactions  using visualMc4me Brains system

 










Education:

· Degree in process : B.S in Clinical Laboratory Sciences 
American University of Science and Technology, Lebanon, An affiliate to the State University of New York, New York, USA. 

· Certificated from Lebanese Red Cross

· Lebanese Baccalaureate II with emphasis on Economics
Lycee Abdel Kader - Lebanon
Year of Graduation: 2009

· High school degree : Brevet 2005
Lycee Abdel Kader - Lebanon

· Primary Education :
College Jean Mermoz – Abidjan, Ivory Coast 


Skills and abilities:

· Languages:  French , English and Arabic 
· Computer: Depth understanding in  Microsoft Office Applications ( Excel-Microsoft Word-Power Point ) and Internet researches
· Ability to organize a daily workload by priorities
· Problem solving
· Passion for customer service and team mentoring

 
References:
· Nader Abbas 70/845695
· Youmna Fawwaz 03/703784
