JINAN SHAMS
Location: Beirut, Lebanon
Contact: +961 3918474; Email:jinanshams8@gmail.com
Objectives: To associate myself with a professionally driven, well-respected organization by pursuing a challenging, dynamic and rewarding career and applying my academic knowledge, expertise, skills and  enthusiasm; which will assist my career development and contribute effectively to the progress of the organization and the society as well. 


CAREER HISTORY

Blu Solutions, Lebanon

[bookmark: _GoBack] Senior Account Executive, 2018- Present 

Accountabilities:
· Assist senior management in developing and implementing the monthly account planning and activities
· Provide guidance to and be a mentor for the junior staff and interns
· Identify and place the clients in targeted high-level media and blog opportunities
· Act as the entry point in the agency to account management and will therefore begin to have fiscal responsibility over client service and account profitability under the guidance of a senior manager
· May manage specific projects independently
· Demonstrates excellent judgment and ability to solve problems, delegating work appropriately across account teams
· Possess strong writing and editing skills.  Ability to write attention-grabbing media materials, client correspondence, reporting documents, points-of-view strategy documents, agency and client blog posts and other integrated marketing materials
· Ability to contribute to and develop public relations strategies, social media and marketing plans, and implement them with confidence
· Drive smart, tactical execution of client programs
· Establish strong relationships with knowledge of relevant media and blogs to generate awareness of client’s products, services, thought leadership, or activities
· Establish successful, productive relationships with client contacts
· Understand what success means to each client, then deliver on those results
· Supervise support team and interns
· Ability to manage 3-4 accounts simultaneously
· Manage billing process and play key role in budget development/ management
· Add creative insight and problem-solving to all of the above on a consistent basis









Byblos Printing SAL, Lebanon
 
Sales Manager, 2016-2018

Accountabilities:

· Analyzing and investigating price, demand and competition
· Responsible for motivating and advising their reps to improve their performance, as well as hiring and training new sales representatives
· Setting sales goals, analyzing data on past performance, and projecting future performance
· Devising and presenting ideas and strategies
· Writing reports
· Communicating with target audiences and managing customer relationships;
· Liaising with designers and printers
· Maintaining and updating customer databases
· Conducting market research, for example using customer questionnaires.










Byblos Printing SAL, Lebanon
 
Customer Service, 2016 

Accountabilities:

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Opens customer accounts by recording account information.
· Maintains customer records by updating account information.
· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution
· Ensure timely and accurate order entry and release of orders 
· Maintains financial accounts by processing customer adjustments
· Prepares product or service reports by collecting and analyzing customer information
· Contributes to team effort by accomplishing related results as needed.









International Fairs and Promotions, Lebanon

 Sales Representative, 2015-2016

Accountabilities:

· Sustain and expand current relationships with customers and buyers, as well as develop new customers.
· Develop new sales strategies
· Follow up and qualify contacts from web registrations, promotions, events and other marketing and sales activities
· Recording of all sales activities in the CRM
· Market research feedback.


Exclusive Management, Lebanon
Social Media Officer, 2015 

 
Accountabilities:

· Promotes a wide variety of products and services either via direct email or through information gathering.
· Develop content calendars on a weekly and monthly basis for company brands
· Monitor analytics with social media team to identify viable ideas
Create engaging blog and social media content. 


Cinema City, Lebanon

Internship, Marketing Department

· Work with the on-site Social Media Manager to create and implement campaigns.
· Provide support to our marketing team at live and online events.
· Monitoring and replying to clients via all social media platforms. ( Under supervision from a Director).









ACADEMIC QUALIFICATIONS


· Master’s Degree In Media and Public Relations , Lebanese University 2019
· BA in Advertising And Marketing ,Notre Dame University  ,2011-2015
·  Lebanese Baccalaureate II  in Socio-Economics, Official Secondary School,2010-2011


Professional and key Competencies

· Self motivation
· Negotiation skills
· Information Gathering and management
· Business presentations 
· Microsoft office Word/Excel/power point  
· Creative copies for catalogs brochures and other direct mail projects 
· Promote products and services; generate leads and initiated sales 
· Conduct surveys and analyze results. 
· Coordinate, plan  and contribute at trade shows and special events 
· Serve as a representative and liaison. 
· Establish and improve client communications; maintained ongoing relationships

Trainings and Certificates

· Sales and Reservations 
· Téléphone Techniques 
· Supervisory Skills 
· Handling Guest Complaints 
· Communication Skills 


· Date of Birth: 20th June 1992; Languages Known: English and Arabic; Nationality: Lebanese
· Reference Available on Request

