Sara Baalbaki
Hadath, Beirut · +961 71 94 9006
                                                            Baalbaki.sara@hotmail.com

I’m a passionate career-oriented person. My aim is to develop my communication skills to enhance my career. My goal is to seek new challenges and constantly improve which makes me a very positive person that can adapt and engage easily in new environments.

                        EXPERIENCE
	May 2019 - June 2019
Internship, Lebanese swiss bank  
· Assisted customers and employees with daily banking experiences and requests
· Learned Teller & Customer Service Officer tasks and responsibilities 

	aug 2018 – oct 2018
mARKETING & Accounting DEPARTMENT, SADA PACK  
· Studied the market share of Lebanon 
· Conducted several surveys in different areas
· Make sure the retail stores and whole sales are well equipped with the products
· Data entry of invoice 
· Check the loans and see if they are paid

	Jan 2014 – Dec 2016
Executive Assistant, Global EST
· Prepared reports, and documents 
· Handled office communications including email, answers phone
· Provided customers service, and greeted customers
· Relayed budget information 


                  
                      EDUCATION
	
Sept 2013 – Jun 2018
Bachelor degree Communiation, (AUST) American University of Science and TEchnology


               
                      SKILLS
	Proficient in Arabic and English, and moderate knowledge in French
Expert in Microsoft Office and Adobe Premiere, Illustrator and After Effects
	Strong communication skills
Ability to work under pressure
Enjoy working within a team
Good at multi-tasking and time management



References upon request 
