L I L I A N S H E H A Y E B 

PERSONAL INFORMATION 
Mobile: +961-71159791 
E-mail: lilyshehayeb@gmail.com 
Place and Date of birth: Lebanon, February 04, 1994 
Residence: Lebanon 
Marital Status: Single 
 
   CAREER OBJECTIVE 
 
Seeking a challenging opportunity, where education, experience and skills can be utilized and where an effective individual can advance while contributing to organizational goals. 
 
EDUCATION 

Modern University for Business and Science   	 	 	2010 - 2015 
Bachelor in Business Administration with emphasis in Human Resource Management  
British Academy in Lebanon (Cardiff Metropolitan University) 	2012 - 2015 
BA (hons) Business & Management Studies  
 
PROFESSIONAL EXPERIENCE 
 
Lalaland “Chill & Cheers” – Summer Project                                               	June 2018 – September 2018   
Social Media Manager and Event Planning  
 
· Managing Social Media Platforms (Instagram & Facebook page) 
· Posting and announcing about coming events and offers 
· Engaging with Customers and maintaining a good social image 
· Planning ceremonies, proposals, birthdays and bachelor parties 
 
 
Layout International SAL Offshore 	 	 	                             2017 – 2018
Business Development Executive 
 
· Collaborated with peers in other company departments including Research and Development  
· Reviewed collection reports to determine the status of collections and the amounts of outstanding balances. 
· Monitored accounts for compliance with established payment plans. 
· Provided exceptional customer service on all calls and emails while maintaining a calm and professional demeanor in challenging circumstances. 
· Upselling to existing clients, recommended products and services aligned with customers' needs and preferences. 
· Utilized diverse research techniques and online or published data collection tools to amass key information or statistics, supporting business objectives, and generating new leads. 
· Established and maintained external communications calendar, and managed scheduled assignments. 
· Helping in administration and office managing.  
 
 Layout International SAL Offshore 	 	 	                             2015 – 2017 Executive Assistant and Office Admin. 
 
· Market Research. Verified data integrity and accuracy. 
· Entered details such as payments, account information and call logs into the computer system. 
· Booked flights, car rentals and hotel accommodations for business travel. 
· Maintained office inventory by ordering supplies in a timely manner. 
· Assisted with coordination and hosting of company events. 
· Prepared packages for shipment, pickup or courier delivery to customers. 
· Supported operations by preparing and updated documents, reports and spreadsheets. 
· Answered and managed incoming and outgoing calls while recording accurate messages. 
· Assisted in preparing district informational materials such as brochures and newsletters. 
· Greeted incoming customers in a professional manner and provided friendly, knowledgeable assistance. 
 
Expertel                                                         	 	                	August 2014 – Sept. 2015  
Customer Service, Data Entry and sales 
 
· Prepared source data for computer entry by compiling and sorting information; establishing entry priorities. 
· Maintained data entry requirements by following data program techniques and procedures. 
· Verified customer and account data by reviewing, correcting, deleting, or reentering data. 
· Greeted client and answered every question in a pleasant and efficient manner. 
· Achieved sales targets. 
 
Jarir Digital Printing Center 	 	 	 	 	 	June 2012 – July 2014  
Customer Service, Cashier, typing & stationary Ordering 
 
· English, Arabic and French typist  
· Maintained inventory checks on all required items  
· Part-time cashier, with secretary work (answering phone call, and scheduling meetings) 
· Dealt face to face with clients & after sales service, guarantied customer satisfaction  
 
SKILLS 
· Exceptional customer service 		
· Problem Solving 
· Multi-tasking strength 
· Customer Service 
· CRM knowledge
· Problem-solving skills 	 	
· Positive Attitude
· Negotiation and persuasion skills
· Interpersonal skills
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