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Address: Beirut, Lebanon
Telephone Number: +961 3638379
Email:Abdallah.Tchelebi@lau.edu
Nationality: Canadian; Lebanese  

Objective
I enjoy growing and developing at my career and grab the opportunity to grow at my job. My personal goals are to excel and earn a job which provides me with job contentment and self-development. Accepting challenges and subduing competitive environments as the task would require, I am willing to provide a strong head to manage and improve labor. I’m ambitious and a great team player where I could improve my knowledge and competence toward my job and appreciate all. I have a strong belief in what I do and am compelled to do the top job possible.   
Education

2012-2016 | LEBANESE AMERICAN UNIVERSITY (LAU) 
Bachelors of Science in Business emphasis Management

2003-2005 | City INTERNATIONAL SCHOOL (CIS) 
Official High school diploma 
2000-2003 | American community school
	Middle school
1993-1999 | Saudi Arabian International School – Riyadh 
	Elementary school
Skills

Computer Skills: Internet researching and software’s including: Microsoft office; Excel,   Power point, Microsoft Word.

Languages: Fluent in English and speak Arabic; 

Teamwork: Team player. I have good initiative, participative and understanding skills, in addition to adherence to team values and ethics.

Presentation Skills:Able to present in front of an audience with confidence and clarity.

Problem Solving:Have ability to identify and prioritize problems arising in projects and to devise strategies to overcome them on the basis of reasoning.

Numeracy: Competence and understanding of graphs, statistics and numerical data.
Extra Curricular Activities& Interests
· Drawing
· Sports
· Travelling
· Pottery
Experience:  
Bizri International Company (BICO)				2016 - 2018
· Ensure that all deadlines are met
· To provide administrative services within the company in order to support the provision of business activities or services
· Maintain control over accounting transactions (Petit Cash of office) 
· [bookmark: _GoBack]prepare monthly journal entries and reconcile monthly general ledger account
· Enter all purchase invoices to system
· Fielding telephone calls
· Receiving and directing visitors
· Filing
· Supervise other support staff
· Responding to customer inquiries, processing orders and routing calls to appropriate departments
    Technical skills:
1. Flexibility
2. Excellent interpersonal skills
3. Strong communication skills with ability to work well with all levels of internal management and staff, as well as outside clients and vendors
4. Project coordination experience 
5. Sensitivity to confidential matters
6. Strong personality 
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