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HANIN KRAYEM
haninkrayem@hotmail.com 	Jdaide, Lebanon 	+961 71 562 963 

EDUCATION
LEBANESE INTERNATIONAL UNIVERSITY
· Master of Business Management 	2018 
· Bachelor of Graphic Design 	2014 

WORK EXPERIENCE

MMG FACILITY MANAGEMENT
Operations Assistant 	March-April 2019
· Receiving cases from clients; following up and closing cases using Excel, JDE, and Malia programs.
· Assigning work orders to technicians and preparing overtimes and attendance.
· Preparing invoices summaries, checklists, maintenance schedules, quotations and offers. 
 
CHOUCRI HAMASNE  
Data Entry Officer and Cashier 	Jan 2018-Dec 2018 
· Welcoming and greeting customers; answering their questions; handling  their complaints.
· Receiving and recording orders, scanning barcodes, collecting cash and payments via visa card, and using Point of Sales system.
· Adding and editing items and related information on Unicom data entry program.
· Closing cash drawer and preparing sales summary; maintaining records, receipts and withdrawal.
 

SAMA CHTAURA 
Content Marketing Executive/Photographer 	April-August 2017 
· Taking creative shots for social media usage and preparing posts on Facebook and Instagram.
· Editing content and handling customers’ questions and answers on social media.
· Ordering equipment from related parties.
 
26 BRANDING AGENCY 
Graphic Designer & Administrative Assistant	2015-2017 
· Design duties: branding; creating and lifting logos; advertisements; posters; unipol; billboards design; stationary design; promotional items; packaging; menu; catalogue; website editing; photography; social media design & content, supervising the junior graphic designer.
· Administrative duties: Answering phone calls; receiving design orders; sending and receiving emails; maintaining diaries, meetings and scheduling; problem solving and creative design.

DASSOUKI PRINTING PRESS  
Graphic Designer & Administrative Assistant	2014 
· Design duties: branding; stationary; advertisements; promotional items; wedding cards 
· Administrative duties: receiving payments and cash from customers; preparing bills; greeting customers; answering phone calls and emails, receiving and recording orders.

 FREELANCE WORK 
· Medella by Hanan Krayem diet clinic logo 
· Alaa Massry Diet Clinic Logo 
 
TRAININGS / COURSES 
· Payroll Taxes and Social Security – Provided by Cossette Akiki 
· Executive Secretary Course – Provided by DRC 
 
SKILLS
Computer Skills
· Photoshop; Illustrator; InDesign; Aftereffects; JDE; Malia; Das
· MS Word, Excel, PowerPoint 
· Point of Sales System; Unicom Data Entry
· WeTransfer; Hotmail
 Languages
· Arabic and English; Basic knowledge of French
