Jana Ousama Abbas
PERSONAL INFORMATION:
Date of Birth: 10/10/1998 Nationality: Lebanese Mobile: +961 76 875887
Email: janaabbas98@gmail.com 
EDUCATION:
· BS of Business Studies - International Business Emphasis:                       Sept 2016- Dec 2019
Lebanese American University (LAU), Beirut, Lebanon.
Performed a CAPSIM simulation  
GPA: 80.00	
· Lebanese Baccalaureate – Life Science:                                                        Sept 2015- June 2016
College Saint Elie Btina, Beirut, Lebanon.
WORK EXPERIENCE:
· Telesales Representative- Englease.com,  Beirut Lebanon                                 Jun-Jul 2020
Contacted potential or existing GCC or European customers to inform them about a service using specific scripts. 
Answered questions about products or the company.
Asked questions to understand customer requirements and close sales.
· Human Resource Intern Assistant- Deloitte,  Beirut Lebanon                           March 2020 
Handled internship and job recruitment. 
Attracted suitable candidates through databases and online employment forums 
Observed interviews and sorted through applicants to fill open positions
Contacted potential candidates through the phone
Assessed applicants' knowledge, skills, and experience to best suit open positions 
Completed paperwork for potential hires

· Assistant- Serials Department – LAU, Beirut Lebanon:                               Aug2017- Jan2020
Entered new magazines to the Olib system using specific barcodes, and binding several magazine issues into one book on the system. Doing statistical researches on all the read magazines to know whether we keep on purchasing it or cease it
Reviewed yearly invoices and credit notes from Levant and Ebsco suppliers to check if there was any price increase and preparing the monthly report for daily newspapers bills

· Assistant Intern- DHL Express, Beirut Lebanon:                                                 Jul-Aug 2019
Followed up with active clients to collect data for their account
Updated the database information if anything was altered (main contact, billing and pickup details)
Raised clients concerns to concerned managers such as, closing the account, changing the name of the company/client and receiving a financial statement

· Hr Officer Assistant Intern - SETS International, Beirut Lebanon:             Jun- Aug 2019
Assisted the HR officer with recruitment
Handled daily administrative and HR duties of an organization Worked on updating the employee handbook
Worked on a new concept for the corporation: the internship handbook, and organized a student’s internship feedback questionnaire
Recorded employees’ personal data and worked on the monthly payroll Observed behavioral and technical interviews
Provided clerical support to all employees

· Assistant intern- Amideast, Beirut Lebanon:                                                      Aug- Sept 2018
Entered students’ data on the ProClass system with specific format, assigning them in proper English Courses depending on their level as there are 6 different levels
[bookmark: _GoBack]Assigned students in proper SAT, GRE, GMAT and TOFEL classes’ one that suits them the most, and filing their paper data in specific files

COURSE CERTIFICATES:
· UNDP: Youth Leadership Program (YLP-6)                                                                May 2020-Present
· Frontend Fundamentals: HTML & CSS                                                                      May 2020-Present
· Facebook/Instagram strategies & Ads Training                                                      May 2020     
· Mohammad Bin Rashid University of Medicine and Health Sciences:               Apr 2020
Let’s Break the Chain of COVID-19 Infection
Let’s Gear Up to Volunteer and Defy COVID-19
· Deloitte Middle East Audit Mandatory Firm & Risk Learning                              Mar 2020
· Harvard ManageMentor: Presentation Skills                                                        Mar 2020
· Harvard ManageMentor: Writing Skills                                                                Mar 2020
· Maharat min Google Fundamentals of Digital Marketing course                   Sep 2019+ Mar 2020

ACTIVITIES:

· Global Classroom Model United Nation, Beirut, LAU:	2014-2016
Promoted Three times: Delegate, Advisor, Supervisor
· Delegate – Represented a country in a conference while discussing a global problem in the World Food Program (WFP) Committee
· Advisor, Supervisor – Managed a group of 14 students, directing them, helping them understand the concept of each committee and making sure everything is going as planned without any mistakes
COMPUTER SKILLS:

· Microsoft Office: Windows, Word, Excel, Power Point, Microsoft Publisher, SPSS, NAV, Microsoft Access, Oracle
· Internet Skills for Research
LANGUAGE:

· Arabic: Fluent 
· English: Fluent
· French: Fluent 
· Italian: Beginner  
References: 
· Available upon request
