GRACE KOUYOUMJIAN                                     Address : Mount Lebanon
15 May 1999, Lebanon                                                                        Antelias
                                                                                         Telephone :  (00 961) 4 714 084
                                                                                          Mobile       : (00 961) 3 578 182
                                                                                          Email       : evagracek@live.com

EMPLOYMENT  DETAILS

Matrix Fitness Club 
Job description : Receptionist 

· Greet and welcome guests as soon as they arrive at the gym
· Answer, screen and forward incoming phone calls
· Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)
· Receive, sort and distribute daily mail
· Maintain office security by following safety procedures and controlling access via the reception desk
· Update calendars and schedule
· Keep updated records of office expenses and costs
· Perform other clerical receptionist duties such as filing, photocopying 


Matrix Fitness Club   AND    Canadian Burger
Job Description :  Cashier

· Handle cash, credit or check transactions with customers
· Scan goods and collect payments
· Ensure pricing is correct
· Issue change, receipts, refunds
· Redeem stamps and coupons
· Count money in cash drawers at the beginning and end of shifts to ensure that amounts are correct and that there is adequate change
· Maintain clean and tidy checkout areas
· Answer customers' questions and get a manager if answer doesn't solve the issue
· Pleasantly deal with customers to ensure satisfaction

Customers  Place 
Job Description : Personal Trainer

· Assume the responsibility of training existing clients who are interested in increasing their fitness levels, losing weight and entering for MMA competitions
· Provide clients with safe, reasonable exercises that they can perform at home
· Give clients ample notice if you need to change appointment times and respond quickly to clients who must change their schedules
· Talk to clients  about their goals and introduce them to our personal training packages
· Advise clients about important safety concerns and demonstrate exercises or maneuvers as needed

Matrix Fitness Club
Job Desctiption :  Sales Manager
	
· Achieve growth and hit sales targets by successfully managing the sales team
· Build and promote strong, long-lasting customer relationships by partnering with them and understanding their needs
· Present sales, revenue and expenses reports and realistic forecasts to the management team
Feel22
Job description : sales manager
· Reaching the targets and goals
· Servicing the needs of the customers
· Organize orders
· [bookmark: _GoBack]Collecting customer feedback and market research
SKILLS & ABILITIES

I have several years of experience with computers and Internet Technologies , and I master the following :
· Possess good listening and communication skills 
· Extensive Knowledge of legal and financial matters
· Possess excellent mathematical and  computer skills 
· Ability to explain complex information with good customer service skills
· Flexible with good  organizational skills 
· Ability to maintain good relationship building skills
· Good networking and relationship building skills
· Time Management
· Positive Attitude

ACADEMIC BACKGROUND
· Nutrition & Health          Usek (Holy Spirit University of Kaslik)
· Economics & Sociology   Val Pere Jacques - Bkennaya
                        (SE)

LANGUAGES
· English      Fluent reading ,writing, speaking
· French      Fluent reading ,writing, speaking
· Arabic       Fluent reading ,writing, speaking
· Armenian  Fluent Speaking

