ZEINA ESPER
NATIONALITY: FRENCH & LEBANESE DATE OF BIRTH: AUGUST 23TH 1985,
   EMAIL: ZEINA.ESPER@BEM.EDU, MOBILE: +(961) 81272158

Objective

Ambitious, creative and capable to work productively within a team and on my own. I bring with me a Master Degree in International Business Management and I am looking for an organization in which I can apply my skills, my value and my qualifications in order to collaborate with likeminded individuals to develop and expand the business of your organization. I am confident that my competencies and my experience make me an excellent candidate and will help me to contribute to the continued success of your organization.

Education

October 2008 - December 2010: Master’s Degree in Trade International Management - Bordeaux Management School BEM - France (Bordeaux).

October 2004 - June 2007: License Degree in Applied Foreign Languages – Toulouse University
II. Majoring in international business Academic year in Madrid (Spain).

June 2004: Baccalaureate Economic Science

Key Skills

· Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly with excellent attention to detail.
· Very strong interpersonal skills and the ability to build relationships with stakeholders, including
· Staff, board members, external partners and donors.
· Expert level written and verbal communication skills in French and English.
· Demonstrated proactive approaches to problem-solving with strong decision-making capability.
· Highly resourceful team-player, with the ability to also be extremely effective independently.
· Proven ability to handle confidential information with discretion be adaptable to various.
· Competing demands, and demonstrates the highest level of customer/client service and response.
· Demonstrated ability to achieve high performance goals and meet deadlines in a fast paced environment.
· Forward looking thinker, who actively seeks opportunities and proposes solutions.
· Excellent problem solving skills (solution oriented mind)
· Performance and Goal-oriented.
· Take initiatives. Proactive, Creative and Flexible.
· Ability to maintain confidentiality.
· Can-do and will do-attitudes.
· Strong analytical skills.
· Energetic and able to handle multiple tasks under pressure.
· Excellent planning & follow-up skills.
· Extremely adaptable to new environments.

Additional Skills

Languages: French (Native), English (Fluent), Arabic (Basic)

Computer skills: Proficient in the use of Microsoft Office (Word, Excel, PowerPoint…), Windows Operating Systems, Oracle, AutoCAD, Networking and Internet.

Interests & Activities:

Scuba Diving, Yachting, Fishing, Rafting, Surfing, swimming, Hiking, Tennis, Rugby and Winter Sports. Traveling and meeting new people from different cultures. Enjoy reading and music.

Professional experience :

September 2017- July 2018: Pi Robotics (Dbayeh) – Lebanon.

     Executive Assistant

· Handling administrative functions within the department
· Coordinate executive communications, including taking calls, responding to emails and interfacing with clients 
· Prepare internal and external corporate documents for team members and industry partners 
· Schedule meetings and appointments and manage travel itineraries 
· Arrange corporate events to take place outside of the work place, such as golf tournaments, fund-raising events and staff appreciation events 
· Maintain an organized filing system of paper and electronic documents 
· Uphold a strict level of confidentiality 
· Develop and sustain a level of professionalism among staff and clientele
· Attending or leading department meetings to assess progress with projects
· Tracking department expenditures and identifying problem areas or opportunities for improvement
· Giving presentations to employees to educate them on new initiatives, procedures, or projects
· Assisting the department director as needed with all projects and duties
· Offering assistance to other managerial staff within the company


October 2015 – June 2017: Doctor Paul Eugene Audi Clinic (Badaro) – Lebanon.

Executive Administrative Assistant

· Handling the correspondence of the Doctor. Answer and direct phone calls.
· Perform Standard duties associated with general administrative assistance.
· Create and revise systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout and maintain supplies.
· Organize and schedule meetings / appointments and maintain a filing system.
· Receive outgoing mail, keep an updated outgoing mail log, and ensure its dispatch in due time either with the company drivers or via shipping and courier services suppliers.
· Perform general office duties, such as ordering supplies, maintaining records management database systems, and performing basic bookkeeping work.
· Works closely and effectively with the Doctor to keep him well informed of upcoming commitments and responsibilities, following up appropriately.
· Dispatch bills, invoices, or checks when requested by the Accounting Department.
· Establish and update a proper filing system. Process and prepare various types of documents.
· Supervise the maintenance and use of office areas and equipment.
· Handle Doctors' business travel arrangements and hotel accommodation.
· Welcome clients and visitors and direct them to the relevant area.
· Handling the advertisements/donations and memberships requests.






    October 2014 – August 2015: Bazerji Motor – Subaru and Daihatsu Vehicles Distributor in Lebanon.

Executive Administrative Assistant

· Organize and manage the day-to-day running of the manager's professional and personal affairs in
· order to ensure the provision of high-quality support. Organizing Executive Committee meetings.
· Handling and managing CEO’s agenda and internal appointments during his presence to Beirut
· Managing external needs to contact the CEO during his absence.
· Manage the schedules to ensure effective time management, coordinate activities, prioritize appointments and reschedule where necessary.
· Manage, prioritize, screen and monitor the manager’s correspondence, including calls, emails, post and fax, in order to ensure they are dealt with in a timely manner.

· Collect and research information on assigned matters, as well as produce reports as requested
· Attend senior level meetings (i.e. executive committee, board meetings and other) and record minutes of meeting for future reference.
· Organize and set up meetings and working sessions in order to inform the concerned parties accordingly. Maintains good & regular contacts with other departments.
· Schedules and organizes activities such as meetings, travel bookings, hotel reservations, conferences and department activities.
· Establishes, develops, maintains and updates files.
· Organizes and prioritizes large volumes of information and calls.
· Sorts and distributes mail. Drafts written responses or replies by phone or e-mail when necessary. Responds to regularly occurring requests for information.
· Answers phones. Takes messages or fields/answers all routine and non-routine questions.
· Acts as a liaison with other departments and outside stations. Handles confidential and non- routine information and explains policies when necessary.
· Provides a bridge for smooth communication between the Director and internal departments; demonstrating leadership to maintain credibility, trust and support with senior management staff.
· Works independently and within a team on special nonrecurring and ongoing projects.


		July 2013 – July 2014: BREITLING (Tamer Group) – Lebanon

	Store Manager

· Efficiently run the store ensuring maximum profitability by meeting sales targets and minimizing stock loss.
· Ensure that customers receive the highest standards of customer service.
· Ensure that the staff is managed to the standards required by the Company.
· Lead the team and organize their day to day work in the store.
· Take part in the observation, motivation and evaluation of the staff.
· Provide regular product knowledge training on the new collections received in the store.
· Coach the team on a daily basis on their selling skills.
· Provide new comers with all the information about the company and the Brands they are working for.
· Responsible for the achievement of the store productivity and goals.
· Follow up & order best seller items & coordinate with the product manager to execute the display calendar.
· Ensure the neatness, tidiness, the proper display and visual merchandising standards in the branch.
· Coordinate with the visual merchandiser and ensure that the display made is up to the standard set by the company.
· Provide regular feedback on the workflow in the shop to the management.
· Report complaints, debates and conflicts that may occur in the shop to the management.








May 2012 – May 2013: LANVIN – Lebanon

Shop Manager

· Handling & overseeing all the day - to - day processes in the Boutique.
· Drive business growth & develop a pro-active action plan.
· Responsible of all Staff: scheduling, attendance, orienting, training, coaching & disciplining employees.
· Training & development of sales team to increase sales & serve clients in a better manner.
· Create a positive environment & develop positive & productive team that results in stable retention & a reduction of employee’s turnover.
· Direct short-term and long-range planning and budget development to support strategic business goals.
· Provide a safe & clean environment. Maintains company's image & standards.
· Attracting clients: Coordination with VM / Marketing to catch the attention of clients.
· Create clients report with all data & always update records (including corporate clients)
· Achieve sales targets as directed by the management.
· Responsible for all sales / inventory transactions & stock accuracy.
· Reports regularly the performance of the branch to the Management.

January 2011 - April 2012: Louis Vuitton (LVMH) – Lebanon

Marketing and Communication Manager

· Responsible for advertising, public relations, events, Sponsorships, internal communications, sales promotion and relationship marketing activities and yearly budget.
· Accomplish consistency in premium and consumer communication to reach profitable growth & sales.
· Support importers to plan and execute effective/premium Marketing activities and product launches in line with LVMH communication strategy and corporate guidelines.
· Participate and contribute actively in management meetings and activities in order to reach set target.
· Planning and coordinating PR strategies and activities in line with LVMH core values.
· Organize and participate in global and local events to contribute maximum press coverage.
· Contribute to the development, communication and promotion of corporate core purpose, vision, mission and values. Undertakes any other assignment as per his direct superior’s instructions.
· Assist in embedding a commercial, client service focused approach to all business processes and activities.

		May 2008 - February 2010: BNP Paribas - France (Bordeaux)

Banking Relationship Manager (Internship for the master validation)

· Open up new sales channels local banks in Bordeaux.
· Present the corporate portfolio of products, services and solutions to potential banks and financial institutions in Bordeaux.
· Follow up on new sales channels with new customers.
· Analyze local banking market and identify new opportunities.
· Select and categorize consumer banking products according to specific markets and regions
· Duties included analyzing and putting together real-estate loan application folders for private borrowers,
· Helping non-resident clients to define their projects.
· Management and follow-up with real-estate agencies, solicitors, brokers, property managers.

