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OBJECTIVE 
I’m looking for a challenging and stimulating post which offers plenty of scope for initiative and job satisfaction. I’m a hard-working person who is also curious, empathetic and able to find creative solutions for the everyday problems. I possess an extensive knowledge of social diversity and equal opportunity issues and can demonstrate this throughout all aspects of practice. I hope my hard working and academic knowledge would be useful to your Company where experiences can be exchanged.
EXPERIENCES

· Summers of 2009 - 2014: Khadra Frames & Glass Co.

	Position occupied & Duties: Administrative Assistant

· At Khadra Frames Co. I occupied the position of Customer Service Desk where I had to deal with customers either in person or by phone.
· Make sure all the orders of the customers are conveyed in a clear detailed manner to the manufacturer targeting Customer Satisfaction.
· Drawing and demonstrating projects using AUTOCAD.
· Data entry using Office Tools.
-     Helped with the Archiving department and stock items reserves.
 
· Oct 2017 – Feb 2018: Law Firm

	Position Occupied & Duties: Legal Assistant

· Typing and modifying contracts and legal cases.
· Researching information on different legal topics.
· Assisting in the preparation of reports.
· Responsible for all Administrative tasks.
· Keeping Hardware & Software records.








· July 2018 – October 2018: Moneygram Head office 

Position Occupied & Duties:  Customer service
 
· Occupied the position of Customer Service where I had to deal and assist the customers and sub agents by phone or by e-mail.
· Offered the customers and sub agents the company’s services.
· Helped with the Archiving department and compliance department.
· Transfer Money on behalf of the customers and sub agents via different services. 
· Handled, investigations with MoneyGram USA concerning unpaid transactions and rejected transactions with Escalation Team
· Assisting in the preparation of reports. 
 

 




Volunteering & Certificates

2011 - 2014			Lebanese Red Cross
				First Aid Certificate (2011)
				Basic Life Support Certificate (2011)

2015				Ministry of Economy and Trade
				Volunteered with Consumer Protection Section as Assistant Inspector

July 2017			Financial Literacy Boot Camp - MONEYSMART Certificate
				Attended a seminar about: Banking Relationship, Tax Regulations, Financial squares and 					Leveraging, and Managing Risks.
				
				

Aug 2017- present 		Human Rights Defender  at LOUDER  














				
Academic EDUCATION 

2014 – present 		Lebanese University
				Law School – Expected Graduation 2019 

2014				Al Amjad High School - Tyr
				Lebanese Baccalaureate		
qualifications 
· Good leadership and team work skills.
· Analytical skills with a high attention to details.
· Driven, hard worker in extreme conditions and pressure. 
· Good interpersonal skills.
· Knowledge of legal practices and terminology.
· High confidentiality and business ethics.
· Well-rounded, versatile, innovative with exceptional learning skills. 




Technical skills
Other Software			Excellent with Microsoft Office (word, Excel and PowerPoint)



					
Languages
· Arabic: Native Language
· English: Fluently Spoken & Written
· French: Basic

REFERENCES
        Rustom Abu jaoude – Abja Law firm - 03505006
        
