Maya Hajj Hassan
ADMINSITER/ACCOUNT

PERSONAL DETAILS
· Address: Lebanon – Beirut
· DOB: December, 27, 1994
· Mobile: 70/699195
· Email: maya.hajjhassan@hotmail.com
· Driving License: Yes
· Nationality: Lebanese

OBJECTIVE
Highly focused and dependable with an excellent customer service and cash management record.  I am adept at multiple requests and concerns with the utmost professionalism and courtesy.  Able to work independently with little to no supervision.

CORE QUALIFICATIONS
· The ability to follow instruction and deliver quality results to clients and superiors.
· Strong organizational and interpersonal skills
· High written and oral communication skills
· Outstanding proficiency with using personal computers and 10-key adding machines
· Good customer service skills

ACADIMIC QUALIFICATIONS
· Bachelor Degree in International Business Management
Lebanese International University (2013-2017)
· Master’s Degree in Management Business Administration
Lebanese International University (2017 – Present)

PROFFESIONAL EXPERIECNE
BMC Company (June/2014 - October/2014)
Beirut, Lebanon
Position Held: Accountant      	
Responsibilities: 	 
· Controlling the amount of construction material such as sand, gravel, cement, and chemical products.
· Entering and coded all invoices and stock requisition into accounting program. 
· Researching and updated insurance certificates for all machines located in the plant.
· Assisting with calls between partners and the general manager for ad hoc development of reporting.
· Reconciling  monthly bank statements with general ledger accounts.

KEY SKILLS AND COMPTENCIES
· Skilled in Word, Excel, and PowerPoint.
· Ability to use internet browsing software
· Fluent in Arabic and English. ( Writing, reading, and spoken)
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