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E-mail shahrazad_shehab@hotmail.com


Shahrazad Shehab
	Personal Information
	
Marital Status: Married
Gender: Female
Nationality: Lebanese 
Membership: MEPI LAA Member


	Objective
	
To be able to share my experience and expertise benefiting others and adding to my knowledge in a professional organizational environment.


	Work Experience
	December 2018 – Present
Position: Digital Marketing Mentor at Facebook Developers Circle Beirut
June 2017 – Present                                  Creative Consults                    Beirut, Lebanon
Position: Freelance Digital Marketing Consultant and Trainer
Creative Consults provides consultancy services in Information and Communication Technology, Digital Transformation, and Smart Solutions sector. It also provides training and development workshops and courses in ICT and Digital Marketing as part of its social responsibility to help empower people and build their skills.

November 2017 – Present                             MEPI LAA                               Beirut, Lebanon
Position: Freelance Social Media Manager and Trainer 
January 2016 – November 2017                   Domotics s.a.r.l                         Beirut, Lebanon
Position: Managing Director
Duties:  
- Responsible for driving the company to achieve sales targets, profitability, cash flow and business goals and objectives
- Manage the relationships with suppliers, dealers, partners, and customers
- Represent the company with suppliers, dealers, partners, and customers
- Lead, coordinate employees to encourage maximum performance
- Participate in expansion plans
- Write and submit letters to Managing Partner in all matters of importance mainly Sales and Marketing
- Oversees daily operations of the company 
- Established companies policies
- Design and implement Marketing and Sales plans
- Assist in Sales starting from generating lead till closing deals
- Assist the Managing Partner with financial projection
- Coordinating follow up with clients for after sales
- Coordinate with auditor
Left Job because the company closed

August 2014 – February 2015                 Ajialouna Organization               Beirut, Lebanon
Position: Online Communication and Digital Marketing Consultant (6 months contract)
November 2010 – August 2011             Makhzoumi Foundation               Beirut, Lebanon
Position: Social Media Coordinator / Web Master 
Duties: 
Social Media Coordination
- Mass Mail designing and sending mails to mail list subscribers
- Social Media Trainer for MF Staff, sister companies, and NDP members
- Managing the Mass Mail Mailbox: reading periodically, reacting, and cleaning

- Managing the MF Facebook, Twitter, Linkedin accounts: adding content, reading inputs, responding, etc…

Graphic Design
- Designing small adds, brochures, printed materials and web/email material, etc.
- Updating designs
IT Support / Website
- Taking care of the updates on the MF website, and general quality control on the site
- Web site’s maintenance and coordination
- Maintenance of computers, preparing and monitoring the administrations
- Basic Hardware maintenance and network troubleshooting
- Desk support for the staff and the trainers

Others
- Coordination of the Weekly Computer Instructors Meeting
- Time attendance reporting, training, maintenance, data integrity, and support
- Coordination with the Computer Instructors
- Updates on the Computer Manuals
- Training/Replacing Trainers
- Data entry on Micro Credit system and MIS system / Reporting from both systems
June 2008 – November 2009                        ICTUS Projects                     Doha, Qatar
Position: Office Manager
Duties: - Supervises and coordinates the work of subordinate and other staff, including

                reviewing work performance, motivating subordinates to work more effectively,

                identifying problems with performance and developing solutions to those problems
              - Determining training needs to improve performance
- Performs personnel administrative tasks, participating in the hiring and promotion process, supervising the training of new employees and the training of other employees in addition to training new employees
             - Prepares minutes of meeting, and reports as required by the CEO
             - Serves as a point of contact with customers
             - Assists in the preparation of the office budget
             - Ensure filing systems are maintained and up to date

             - Ensure personnel files are up to date 

             - Check stock to determine inventory levels

             - Anticipate needed product supplies 

             - Verify receipt of supply

October 2005 – August 2006            Trade Union Company         Beirut, Lebanon
Position: Researches & Development Coordinator / Graphic Designer
Duties:  - Researching and developing the company
              - Quality Management Representative for ISO Implementation
              - Responsible for Graphic Design issues for Trade Union and sister companies
              - Filtering Resumes for the right candidates
              - Contacting Recruitment agencies
              - Evaluating new employees
              - Conducting short trainings for new employees
              - In charge of Computer Trainings and functionalities
              - Dealing with LPOs (making LPOs, checking LPOs, contacting suppliers)
December 2003 – August 2004         Makhzoumi Foundation       Beirut, Lebanon
Position: Computer Instructor (Part Time)
Courses Given:
             - Adobe Photoshop CS
            - Advanced Microsoft Office
            - Macromedia Flash
            - Corel Draw
            - Adobe Illustrator
            - Computer Literacy
Graphic Design:
            - Designing Books and Handouts Covers, presentations, Posters, etc,…

September 2001 – July 2005              SAFAT Management           Beirut, Lebanon
Position: Human Resources Officer  / Researches and Development Supervisor (Training Basis)
Duties: 
HR Responsibilities
             - Administrative work
             - Responsible for employees NSSF, Insurance, and Vacation issues
             - Filling up employees files
             - Filtering Resumes for the right candidate
             - Following up with Recruitment Advertisements
             - Connecting with Recruitment Agencies
             - Conducting preliminarily interviews 
             - Presenting short trainings
R&D Responsibilities
             - Researching projects
             - Designing stands in SAFAT Showroom 
Graphic Design Responsibilities
              - Responsible for designing issues for SAFAT Management and SAFAT Showroom 

	Freelance / Volunteer Experience
	- Digital Marketing for SMEs
- Training NGOs on how to effectively use Social Media
- Training SMEs and MEPI members in Social Media, HR, Sales, Wordpress Basics, Illustrator Basics, Business Development, Business Planning, and some business courses.
- Designing small websites using Wordpress


	Internship
	Summer 2001
BLOM Bank                                 Beirut, Lebanon

Position: Trainee

Summer 2002
BLOM Bank                                 Beirut, Lebanon

Position: Trainee


	Certificates / Training
	Youth Empowerment on Advocacy Skills (British Council and European Union)

Google Mastering Online Marketing 

Inbound Marketing Certified by HubSpot Academy 
Social Media and Online Marketing Certificate by Marketing Blends
MEPI E-Mediate Training (Social Media Tools and Technology Training) 

Entrepreneurship Certificate by Ministry of Youth and Sports (November 2017)

MEPI – Empowering Lebanese Entrepreneurs Certificate (2017)

INLPTA Diploma in the Art & Science of NLP (Treacle Academy UK)

Certificates issued by SAFAT Management
- Recruitment and Interviewing Skills                   - Employee Motivation
- Communication Skills                                         - Telephone Techniques
- Presentation Skills                                               - Customer Service
- Time Management Skills                                     - Negotiation and Resolving Conflicts
- Leadership Skills                                                 - Performance Appraisal
- Project Planning    

Certificates issued by Makhzoumi Foundation
- Macromedia Flash
- Corel Draw

	Education

	2000 – 2003                     Hariri Canadian University             Meshrif, Lebanon

Bachelor of Science in Business Administration
Emphasis: Business Computing

	Qualifications
	
- Social Media Strategist
- Entrepreneur
- Passionate to always starting new businesses
- Love to build relationships
- Business planning and personal development
- Social media networking
- Non-profit sector experience
- Leadership
- Non-profit Social Media Marketer and communicator
- Working under pressure and meeting deadlines 
- Attention to details
- Strong decision making skills with good judgment
- Communicating effectively with others 
- Presentation skills

	Languages
	Fluent in English and Arabic, beginner in French 

	Hobbies
	Learning new things, Basketball, Swimming, Reading, Web Surfing

	References
	Available upon request
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