Amira Abdul Monaem
Mobile no: 76792247 email: omranamira2017@gmail.com
Personal information
Date of birth: 7-1-1986

Material status: married

Address: Lebanon Bchamoun

Gender: female

Career objective
Seeking a challenging position in a dynamic organization that welcomes dedication and demands excellence to exceed standards in the organizational plans. that will enable to utilities my acquired knowledge and skills, to provide a positive development in the company.

Personal profile
Gifted and motivated individual with more than 7 years’ experience in different kinds of jobs, communicating with different kind of employees’ personalities, interpreting the organizational requirements and to produce a technical accuracy to ensure that customers and clients have suitable welcoming experience.
Professional qualifications
Ability to be persistent, effective and efficient according to organizational requirements overcome obstacle and consistently strives to improve skills and achieve goals.
Ability to organize and control job 

Responsibilities particularly the accuracy and productivity related to work flow 
Ability to achieve results through team leadership

Time management skill-working quickly and accurately in time pressured conditions
Solid experience in developing implementing and evaluating client’s services and employee’s improvement standards

Highly ambitions

Innate ability to learn quickly and meet or surpass company expectations

Able to focus on projects, develop strategies and meet deadlines

Skills
English and Arabic (native speaker) fluently written and spoken

Excel word PowerPoint outlook 

Excellent time management and commercially aware

Able to set objectives timetable and priorities
Able to operate with minimum supervision both independently in team environment

Work experience
Future tv preparing news 2006/2007

Beirut arab university training students under the supervision of the dean 2006/2007

NBN edit news 2007
Food style company public relations 2007/2010

53 dots executive secretary assistant hr also making official letters writing official texts
Writing banking texts 

Writing all sorts of mandates

 2014/2016 

Educational background
High school graduate

Westwood school

Graduated with bachelor’s degree in general mass media from Beirut arab university

References
All references are available upon request 

If this document is needed to be translated to any other language ,it is possible. 
