Sahar Sami Taki
Beirut, Lebanon

Dear Human Resource department:
I graduated from the American University of Culture and Education holding a bachelor degree in Hospitality management, and want to start my professional career. 
I am looking forward for sustainable growth and promoting efficiency and productivity. I respect cultures, believe in group work, and take authority and integrity as evidence. I consider time limits and targets as motivating challenge to improve the quality of work. I do believe in making a difference at work place. I am a fresh graduate searching for a job.
As a team member of your organization I can provide:
· Efficiency, reliability and accuracy with members
· Maturity, honesty, ability to look at challenges as opportunities
· Knowledge of general and legal office procedures
· Ability to develop and lead a team 
I am looking forward to meet you so that we can discuss with the further things. Please contact me at sahar.taki5@hotmail.com any time during the day. Thank you for your time and consideration.
Sincerely,
        Sahar Taki
  


           Sahar taki    [image: ]
Address	: Beirut, haret huriek, candrilla street
  Beirut, Lebanon
Email Address		: Sahar.taki5@hotmail.com
Mobile Phone Number	: +96176944204
Skype ID                                : Sahar.taki


Objectives:

Seeking a challenging career with a progressive organization which will utilize my skills, abilities and education in management. A career that brings out the best in me and puts me on the right track to my aspiration.
Personal Information

Birth Date			: 7/3/1992
Place of Birth			: Riyadh, Saudi Arabia
Gender			: Female
Nationality			: Lebanese
Marital Status		: Single				
Education
2015/2016		: American University of Culture and Education- AUCE/IHA
			              BA in Hospitality Management.

2010/2011                      : Al- Rissalla International School, Riyadh, KSA
                                                       (High School Diploma) 



Professional Experience:

2007- 2009: 
Sales representative at Avon Beauty Products – Riyadh, Saudi Arabia

Oct 2009- July 2010: 
Private tutor for English and Arabic subjects – Riyadh, Saudi Arabia.

Summer 2011: 
Customer services. 
PSP Personal Secretary Program - Riyadh, Saudi Arabia.
-Clerical Duties (typing, mailing, faxing…)
-Organize meetings
-Welcome Guests
-Organize Travels (tickets, hotels, meetings)
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Oct 2017 – Oct 2018 
Owner and sales person of La femme boutique women clothing store. Beirut, Lebanon.
· Welcome and advise customers.
· Ensure goods are well displayed.
· Handle payments.
· Identifying clients’ needs and helping them find clothing that suits their body types.
· Arrange ordering and deliver.
· Answering customers on the phone.
· Keep track on social media for customer service and online orders.
· Checking stock.

Feb 2017- Till present 
Customer service at LebanonVapeZone. Beirut , Lebanon.

· Prepare product or service reports by collecting and analyzing customer information.
· Manage large amounts of incoming calls.
· Sell products.
· Identify and assess customers’ needs.
· Handle complaints.
· Assist with placement of orders, refunds, or exchanges.
· Checking stock.






Training Experience 
· 3D cake design training certificate by Lolitta patisserie, Lebanon.

· Certificate of completion, training as a waitress and a kitchen commis delivered by Coral Suites Al Hamra.

· Certificate of completion as a front office employee and a housekeeper employee delivered by Coral Suites Al Hamra.

Languages:
Arabic				: Mother tongue
English			: Good command of English language.



Personal qualification:  

· Attentive to instructions
· Productive under pressure
· Respectful toward working colleagues
· Carry out neat and organized output
· Flexible 
· Hard- working
· Reliable
· Interpersonal skills
· Background in opera software
· Computer skills
· Microsoft Word, PowerPoint, Excel, Microsoft Office Tools, Social media

Interest and activities:	 Computer work, Cooking, Pastry work, Swimming, Traveling. 
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