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Objective

To exploit my educational skills, communications skills and my experience in a role that can act as a stepping stone to leading a professional career where I can benefit myself and the company I work in. 
Specialties

Administration, Mass Communication


Education

Beirut Arab University
BA, Mass Communication, 2011– 2015



Experience
· warehouse supervisor At Kakaw 
Present- April 2019

· Maintaining and overseeing inventory and supplies by receiving, storing, and delivering items.
- Maintain records, utilize specialized reports, and document relevant information to calculate warehouse store.
- Consult and organize activities wit
h other teams and departments.

· English Teacher At دار التنمية و الإغاثة
September 2018-March 2019

· Organizing and delivering classroom lectures to students.
· Evaluating a students' class work and assignments.
· Preparing classroom and coursework materials, homework assignments and handouts.
· Recording and maintain accurate student attendance records and grades.

[bookmark: _GoBack]Administrative Coordinator at CPH World Media 
 April 2018- July 2018

· Manages company social media channels, including Facebook, Twitter,
· Instagram and their own Website 
· Provides information by answering questions and requests.
· Maintaining files and records with effective filing systems
· Monitor office expenditures and handle all office contracts

  

· Administrative Assistant at BMC 
        November 2017 –March2018

· Organize and schedule appointments
· Answer and direct phone calls
· Order office supplies and research new deals and suppliers
· Managing all  travel plans            
· Daily submit and reconcile expenses report



      
· Floor Manager at Pace E Luce
September 2016 – October 2017

· Follow-up and log-in invoices on System and handle cash collection
· Handle administrative requests and queries from senior manager
· Organize and schedule appointments
· Answer and direct phone calls
· Order office supplies and research new deals and suppliers
· Daily submit and reconcile expenses report

· Cashier at Chamsin Bakery
August 2015 – Jan 2016

· Receive payment by cash, credit cards,or vouchers
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change

· Secretary at Tan Minutes 
June 2014 - August 2014

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons 
· Locate and attach appropriate files to incoming correspondence requiring replies
· Schedule and confirm appointments for clients, customers, or supervisors
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material

Certifications

International Computer Driving License (ICDL)
ICDL - 2012

References
Recommendation letters are available upon request.
