
SYBELLE AVEDISSIAN
November 16, 1992 - Beirut, Lebanon
+96170668545 
Sybelle_a@hotmail.com
EDUCATION
BA in Journalism-Academy of Cinematographic & Theatrical sciences - Oct 2015 – Feb 2018

BA in Journalism-Lebanese University (completed first two years) - Oct 2013 – June 2015

French Baccalaureate, literature section – M. & H. Arslanian College - 1995-2012

PROFESSIONAL EXPERIENCE
Administration Officer– Lebanese Red Cross – April 2019-July 2019 
· Handle all the reservations at Training and Development Center
· Contacting all the suppliers for quotations.
· Maintaining calendars.
· Scheduling Trainings.

Administration Officer/HR Assistant - IFP Group – May 2017-March 2019
· Handle the business travel arrangements. 
· [bookmark: _GoBack]Attendance and managing the leave requests.
· Managing the skype interviews with the candidates.
· Correcting the entrance tests for the new positions.
· Preparing financial records
· Invoicing, mini procurement activities 
· Establish, develop, maintain and update the filing system.
· Prepare documents, such as business or government forms and expenses reports for the drivers. 
· Negotiate the purchase of office supplies.
· Assist drivers in scheduling their daily programs.
· Maintaining calendars of HR management team and maintaining current HR files and databases.
· Preparing new employee files.
· Scheduling job interviews and assisting in interview process

Media Manager – Project Lebanon -IFP Group – May 2018
· Organizing the press conferences for the exhibition.
· Writing the press releases concerning the exhibition.
· Follow up with the media.

Main Operator - Donner Sang Compter – February 2017-July 2017
· Managed the requests for blood and helping the families.
· Follow up with the hospitals every case.

Administrative Executive – Glass gate S.A.R.L, Lebanon - September 2014 – May 2017
· Preparing account entries by compiling and analyzing account information.
· Provide arrangements for office meetings.
· Assist drivers in scheduling their daily programs.
 
SOCIAL ACTIVITIES & VOLUNTEERING
First Aid and CPR certification of Completion – Lebanese Red Cross

Teacher’s Exchange Program, Armenia – Teaching underprivileged kids.  
Marketing Researcher, Georgia – Demographic research.

Youth Leadership Program (YLP) – Leadership training certificate.
Forum for Development Culture & Dialogue (FDCD) – certificate for participation for the first and 
second camp “Lebanon, a Better Image.”


SKILLS
IT skills: Microsoft Office (Excel, Word, and PowerPoint.), CRM Software, FoxPro, PIMS.

LANGUAGES:
English: Expert       Armenian: Expert     Arabic Expert        French: Expert             Turkish: Beginner
