


	Jana marwan zeineddine
Corporate Communications Officer
janazeineddine@hotmail.com · +961 (76) 396897 
Beirut / Lebanon

	Successful at planning events, supporting executives and assisting with public relations by leveraging exceptional communication abilities. Proven skills in coordinating graphic designs and videos to further drive home important company messages and engage the target audience.


Experience
           
	
LANCASTER EDEN BAY [present]
phone operator,

· Answer in house and external phone calls.  
· Direct the guests’ phone calls to the concerned department.
· Fill in guest information to the public security utilizing Opera.


ZigZAG Toy Store- Karout mall [Christmas season: 2018 ] 
          SALES EXECUTIVE,
 
· Market and sell toys to costumers.
· [bookmark: _GoBack]Plan and Organize birthdays for kids.
· Recommend marketing and sales’ strategies to boost the business.


Amana Insurance [March 2018 - July 2018] 
Digital Marketing Officer, 
· Set up multimedia presentations for use in meetings with key stakeholders and senior management.
· Prepared reports detailing project updates, performance information and ongoing trends.
· Tracked and analyzed web analytics to recommend proactive adjustments to strategies.
· Created unique and engaging content for a range of social media platforms including, Facebook and Instagram.
· Managed project deadlines and monitored milestones through completion stage.
· Contributed ideas to concept development, strategic planning and business operations.


	Gargour Automotive [January 2018 - March 2018]
Data entery operator, the national commercial bank of saudi arabia
· Located and corrected data entry errors and reported to management. 
· Completed data entry tasks with accuracy and efficiency.
· Documents completed work in appropriate logbooks.
· Tracked and maintained records for different types of vehicles. 


	Seven D Production [November 2016 – December 2016]
Business Development Internship, 
· Identified and pursued valuable business opportunities to generate new company revenue and improve bottom line profit.
· Developed new business by networking with valuable customers.
· Ensured that client inquiries were handled professionally and efficiently
· Researched and identified opportunities for growth.


	Lebanese University [October 2016 – present]
Freelance INTERVIEWER,
· Arranged and conducted interviews with individuals knowledgeable about each story’s subject matter.
· Delivered information from a script regarding surveys for an on-demand phone project assignment.
· Explained questions in better detail for interviewees so that they could answer truthfully.

	Sawt Lebnen [November 2014 – December 2014]
Newsroom Intern,
· Evaluated and followed up on news leads and news tips to develop story ideas.
· Assisted with the planning and scheduling of newsroom duties and used social media for newsgathering. 



Education
	Masters in corporate communication
lEBANESE UNIVERSITY [2017-2018]


	Bachelor in Public relations AND ADVERTISING
lEBANESE UNIVERSITY [2014-2017]


Skills
	Creative and innovative
Excellent interpersonal skills
E-mail and direct mail marketing campaigns
Digital marketing 
PowerPoint presentations
Content Writer / Prepare Calendars 

	Public relations
Media relations
Communications development
Campaign development
Social and new media
Launch Social Media Campaigns 


KEY ACHEIVEMENTS
· Workshop in New Era of Marketing at Bank Audi  (2019)
· Workshop in Instagram and Facebook Marketing Strategies with Joseph Yaacoub (2018)
· Workshop participation in May Chidiac foundation ( 2016)
Languages	
· Arabic – Native
· English – Advanced in spoken and comprehension
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