

	marianne abou diab
Beirut, Lebanon · 70027857
Marianne_ad@outlook.com ·

	Experienced clerical assistant with a proven track record of efficiency in providing clerical support to a busy office. Relevant strengths that includes:
1.strong communication and interpersonal skills ensure effective interaction with diverse customers and internal staff members
2.solid computer skills utilized in the preparation of correspondence, documents and spreadsheets
3.proven ability to collate and organize large amounts of data efficiently
4.manage incoming calls
process incoming/outgoing mail
5.handle requests for information
6.prepare departmental correspondence and documents
7.schedule meetings and appointments






 Experience
	Front Desk receptionist , SHAMS W QAMAR RESORT
·   I HANDLED PHONE CALLS FROM PEOPLE RESERVING IN THE RESORT AND FOR PARTIES RESERVATIONS. 
· ORGANIZED EVENTS, weDDINGS, PARTIES, BIRTHDAYS schedules… 
Administrative Asistant, IRFAN hospital
handled appointments schedule, arrange meetings, clients files daily check up.. 


	Call operator , La belle Hostess company 
Received phone calls from people asking for hostesses to their events 



Education
	15\10\2015
 bt3 in food safety , LYCEE Technique
I learned how to observe on food for 3 years and did stage in restaurants , factories and hospitals

	1\10\2018
 Second Year in Journalism and Mass Communication , LEBANESE INTERNATIONAL UNIVERSITY



Skills
	· Quick learner
· Self-motivation
· Good computer skills
· Customer Assistance 
	· Adaptability
· Communicating with people
· Hard worker



I speak Arabic as my native language 
I speak English fluently \ advanced level
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