Pamela Eddy Atallah
MiehwMieh, Sidon, Lebanon
+961 71 652712
atallah.pamela@gmail.com; paa09@mail.aub.edu 
Education
American University of Beirut, Beirut, Lebanon, 08/2016 -05/2019                    
MA in Public Administration. Cumulative GPA: 84/100   
Thesis Topic: Lebanese Entrepreneurship Ecosystem      
                               
American University of Beirut, Beirut, Lebanon, 09/ 2013 - 05 2016                                                   
BA in Public Administration, Cumulative GPA: 80/100

National Evangelical Institute for Girls & Boys, Sidon, Lebanon, 09/ 1998 – 05/2013                 
Lebanese Baccalaureate: Official in 2013- Mention Bien 	
	
Experience
American University of Beirut, Graduate Assistant, Beirut, Lebanon, 01/2018 - present:                                   
· Collecting and analyzing data 
· Doing research on public policy issues 
· Attending conferences, taking minutes of meetings (MOM), and attending classes on the behalf of the professor 

American University of Beirut Medical Center, Continuing Medical Education Office Assistant, Beirut, Lebanon, 03/2019 – present:
· Working with accreditation team 
· Organizing AUBMC activities 

National Evangelical Institute for Girls & Boys, Executive Assistant – President Office, Sidon, Lebanon, 03/2017 -09/2018:           
· Managed the schedule of the President and dealt with incoming emails, faxes and posts, often corresponding on behalf of the President
· Devised and maintained office systems, including data management and filing and regularly produced documents, briefing papers, reports and presentations
· Carried out background research and presenting findings on different topics
· Liaising with parents, suppliers, students and faculty/staff; organized, attended meetings and took MoMs 
· Coordinated school leadership team meetings, scheduling, agenda and action items
· Worked with the Quality Control Advisor and with the School’s Projects Manager on specific projects
· Monitored and posted social media content
· Coordinated multiple annual functions and events on and off campus and the President’s participation in, speaking at, and hosting of special events

Bank Audi, Sidon, Lebanon, 08/2015 – 09/2015:
· Trained at counter operations department and customer service department 

Extra Curriculum Activities
AUB-Volunteer at Office of International Program, Beirut, Lebanon, 1/2019 – present: Mentor for a group of International Students 
AUBMC-Volunteer in an International Medical research, Beirut, Lebanon,10/2018 -present: Collecting and analyzing data related to prostate cancer
Labib Medical Center, Sidon, Lebanon, 07/ 2015- 07/ 2015:  Trained at Quality Department and Admission Office                                                  
Caritas – Volunteer, Sidon, Lebanon, 01/ 2015
CCCL – Volunteer, Beirut, Lebanon, 10/ 2014 to 12/ 2014:          

Diplomas and Certificates
Certificate of Appreciation – AUB – Office of International Program, 4/2019: Participation in the Mentor Program 
Certificate of Attendance – AUBMC, 2/2019: Breast Cancer Conference
Certificate of Participation – 2019 NASPAA-Batten Student Simulation Competition and Member of the Regional Team Competing at The American University in Cairo School of Global Affairs and Public Policy State, 02/2019: Finding out solutions for global migration challenges
[bookmark: _GoBack]Certificate of Participation – Unilever, 02/2019: Being part of change with Unilever during the “Experience Unilever Day”
Certificate of Appreciation – NEIGB President, 09/2018: Certificate for my Confidentiality, Professionalism, Dedication, and Demonstration of RICH values (Responsibility, Integrity, Compassion, and Honesty)
Certificate of Completion – AUB, Beirut, Lebanon, 08/2018:  CITI Program Course                                                                                                                                       
Certificate of Attendance – IDAL, Sidon, Lebanon, 07/2018: Learned about legal basics for startups 
Certificate of Attendance – Berytech, Beirut, Lebanon, 07/2018: Learned about ICT essentials for startups 
Certificate of Participation – AUB, Beirut, Lebanon, 06/ 2018: Organized AUB Commencement Exercises 2018                      
Leadership Certificate  – AUB, Beirut, Lebanon, 04/2018: Topic: Adapt and lead change 
Certificate of Attendance – AUB, Beirut, Lebanon,02/2017: Attended Holistic Remedies Meet Modern Day Medicine - Regional Integrative Health Forum
Certificate:  “Shape your Career” – AUB, Beirut, Lebanon, 06/ 2016: Topics:  Use social media for self-branding, Speak in Public, Give a Presentation

Summary Skills
Languages: Arabic (native) & English (fluent) 
Computer skills: Microsoft Word, access and use internet, excel, &PowerPoint
Technical skills: surveying, interviewing, gathering data, analysis, elicit            
Soft skills: leadership, communication, organizational, management, public speaking, team-building 
                  
 
