Roberta Hajj Moussa

Address                                  St 608
                                                Bsalim, next to the Police Station of Antelias
                                                Lebanon
Phone                                    71-406017
E-mail                                   berta_hajj@hotmail.com
Date of birth                        19-10-1997
 
 Experience
May 2019 – Present
Sales Promoter
Diffa
· Raising brand awareness in order to increase sales.
· [bookmark: _GoBack]Promoting products and services in-store.
· Providing clients’ feedbacks.
· Stock supervision.
· Daily reporting.

December 2018 – March 2019
Junior Accountant/Archiving Officer
Wooden Bakery
· Coordinating the database.
· Scanning invoices and adding them to the database.
· Working on SAP.
· Sending e-mails and couriering papers to branches.
· Answering phone calls and searching the database in order to find what is wanted and delivering it on time.
· Proofreading returns and invoices making sure all the items are included with the signature.
· Filing the papers and coordinating the stock of archives.

October 2017 – December 2017
Librarian
Holy Spirit University of Kaslik
· Cataloging using AACR2, RDA and MARC21.
· Launching researches to create description cards for an exhibition in New York.
· Circulating books (borrowings, returns, renewals, exchanges, charging fines...).
· Checking the database for duplicates of books from a donation and adding the new ones using the cataloging rules and norms.
· Studying manuscripts in order to create their metadata.

July 2016 - August 2017
Cashier
Hawa Chicken
· Receiving payment by cash, check, credit cards or vouchers.
· Issuing receipts, refunds, credits or change due to customers.
· Counting money in cash drawers at the beginning of shifts to ensure the amount is correct and that there is adequate change.
· Checking the aisles, making sure all the items are neat and in place and refilling them if needed.
· Creating inventories weekly.
· Greeting customers entering the store.

July 2014
Kids Animator (community service)
Albert Nassar
· Coordinating entertainment and educational activities tailored to children.
· Supervising children and helped them with their studies.

Education
· Arab Open University, masters of Business Administration, February 2019 – present.
· Lebanese University, bachelor of Information Science and Documentation, September 2015 –June 2018.
· Val Père Jacques, High School degree, 2015.

Languages
English                            Good
French	Good
Arabic	Good
Spanish                           Basic

