JANA ABOU HJAILY
Mobile:  +961 76604159                                                                                                                     
E-mail: Jana.abouhjaily@lau.edu 

EDUCATION 
Lebanese American University (LAU), Beirut, Lebanon	       Sept. 2016 - June 2019
B. S. Degree in Business, emphasis in Banking and Finance			                          	      CGPA: 3.43/4
Minor in Economics
Haramon Official High School, Rashaya, Lebanon					       Sept. 2013 - June 2016
Lebanese Baccalaureate – Life Science 
EXPERIENCE	
Work experience| INZAJ NGO, finance officer, Lebanon
maintaining the accuracy of billings processes and tracking all invoicing and booking queries, and ensuring budget is maintained.                                                                                                                                  Jun 2019-present
[bookmark: _Hlk14633453]Work experience| family business, معصرة راشيا الحديثة
Data entry and billing facility                                                                                                                              2015-present
[bookmark: _Hlk8426567]Internship| Bank Audi, Lebanon								              
Get accustomed to the banking sector work through close interaction with several banking
operations in Bank Audi branch.                                                                                                                        Summer 2018

ACHIEVMENTS & AWARDS  
Full USAID Scholarship at the Lebanese American University 			             Sept. 2016 – May 2019
Certificate of Achievements from the internship program of Bank Audi                                                    Summer 2018
Certificate of Membership for the contribution to the LAU Page Turner Club                                                 Spring 2018 
Certificate of Appreciation from LAU AIE club                                                                                                         Fall 2016
EXTRA CURRICULAR ACTIVITIES	
· [bookmark: _Hlk503870745]Treasurer | Page Turner Book Club | LAU	                                                                 Fall 2017 – spring 2019 
· Member | AIE Club | LAU 			                                                                 Fall 2016 – spring 2019 
· [bookmark: _Hlk508223543][bookmark: _Hlk508226921]Volunteer | Road program for tutoring refugees | LAU	                                                       Summer 2017
· Volunteer | Beirut Marathon | LAU                                                                                                           Fall 2016
SPECIAL PROJECTS
 Community Service Project | USAID, Rashaya, Labanon 
[bookmark: _GoBack]Recycling campaign; visiting schools, delivering presentations, organizing a marathon                               Fall 2017
WORKSHOPS
· Accountability and responsibility in Lebanese Public Administration Structure Workshop          March. 2018
· Public Speaking, how to deliver an effective presentation                                                            February. 2018
· Time Management and study skills Workshop	       March. 2017
· Income, Saving, and Asset Workshop 	   April. 2017
· Basic Studio Skills Workshop	   April. 2017
· Work Ethics Workshop                                                                                                                                June. 2017

COMPUTER SKILLS
Microsoft office (Word, Power Point, Excel)
LANGUAGES 
Arabic and English (Fluent)
