
Montaha H. Alameh
Expert in Training, Management, Sales, PR and Journalism field

Personal Profile

Date of birth: 29/ April/ 1988
Nationality: Lebanese
Address: Lebanon (ability to relocate)
Marital Status: Married
Phone Number: 00961-81-76 26 01(Main Line)
                          00961-79-13 17 59 (Optional Line)
Email: montaha.alameh@gmail.com

Languages

Arabic: Spoken and Written  (Expert)

English: Spoken and Written (Expert)

French: Spoken and Written (Intermediate) 

Education and Qualifications

       2013               Certificate in Business English Language (Level 5)
                                                  American Language Center

2008-2012	     B.A Degree in Public Relations (Communication and Art Department)
Lebanese International University

1991-2007	    Lebanese Baccalaureates in Sociology & Economics 

Professional Experience 

· Academic Skills Development Center (Related to British Council) 
[bookmark: _GoBack]Trainer –Education / 2017 - 2019

· Collaborate with management to identify company-training needs
· Schedule appropriate training sessions
· Oversee and direct seminars, workshops, individual training sessions, and lectures
· Plan and implement an effective training curriculum
· Prepare hard copy training materials such as module summaries, videos, and presentations 
· Supervise training budgets
· Prepare hard copy training materials such as module summaries, videos, and presentations
· Train and guide new employees
· Develop monitoring systems to ensure that all employees are performing job responsibilities according to training

· AZADEA- Retail Group              
Assistant Manager (Training and Development Department) / 2014 - 2016

· Liaising with managers and interviewing employees at all levels to identify and assess training and development needs
· Delivering and overseeing the training of individuals or groups of employees
· Compiling and presenting information
· Implementing, advising on and monitoring appraisal schemes
· Supervising and monitoring progress made via training programs or schemes
· Assist the Retail Store Manager in planning and implementing strategies to attract customers
· Discuss future plans and strategies with head management
· Track the progress of weekly, monthly, quarterly and annual objectives
· Identify hiring and training needs
· Supervise and motivate staff to perform their best
· Monitor retail operating costs, budgets and resources
· Suggest sales training programs and techniques 
· Communicate with clients and evaluate their needs 
· Analyze consumer behavior and adjust product positioning 
· Research emerging products and use information to update the store’s merchandise
· Create reports, analyze and interpret retail data, like revenues, expenses and competition
· Conduct regular audits to ensure the store is functional and presentable
· Arab Counsel for Social Sciences - NGO
 Administrative Assistant / 2013 - 2014
· Answer and direct phone calls
· Organize and schedule appointments
· Plan meetings and take detailed minutes
· Write and distribute email, correspondence memos, letters, faxes and forms
· Assist in the preparation of regularly scheduled reports
· Develop and maintain a filing system
· Order office supplies and research new deals and suppliers
· Maintain contact lists
· Book travel arrangements
· Submit and reconcile expense reports
· Act as the point of contact for internal and external clients
· Liaise with executive and senior administrative assistants to handle requests and queries from senior managers
· Media Group  - PR Agency  
Public Relations and Journalist / 2011 - 2013
· Planning publicity strategies and campaigns
· Writing and producing presentations and press releases
· Dealing with enquiries from the public, the press, and related organizations
· Organizing promotional events such as press conferences, open days, exhibitions, tours and visits
· Speaking publicly at interviews, press conferences and presentations
· Providing clients with information about new promotional opportunities and current PR campaigns progress
· Analyzing media coverage
· Commissioning or undertaking relevant market research
· Liaising with clients, managerial and journalistic staff about budgets, timescales and objectives
· Designing, writing and/or producing presentations, press releases, articles, reports, publicity brochures, information for web sites and promotional videos
· Write articles that discuss several social issues and phenomena’s 
· PR Group – Marketing Agency
Business Development Assistant / 2007 - 2011
· Present, promote and sell products/services using solid arguments to existing and prospective customers
· Perform cost-benefit and needs analysis of existing/potential customers to meet their needs
· Establish, develop and maintain positive business and customer relationships
· Reach out to customer leads through cold calling
· Expedite the resolution of customer problems and complaints to maximize satisfaction
· Achieve agreed upon sales targets and outcomes within schedule
· Coordinate sales effort with team members and other departments
· Analyze markets potential, track sales and status reports
· Supply management with reports on customer needs, problems, interests, competitive activities, and potential for new products and services
Computer Skills

· Microsoft office (Word, Excel, Power Point, Outlook) 
· Typing: Arabic, English (30 to 40 word/min)
· Translating (From Arabic to English and Vice Versa)
· Internet & Social media 

Trainings 
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· 
· Time Management 
· Customer Service and Customer Satisfaction
· Stress Management
· Product Development
· Finance & Budgeting 
· Logistics 
· Business Etiquette and Leader ship 
· Public Speaking
· Crises Management 
· HR Management


Hobbies and Interests  

· Public life, Sports (Swimming, Jogging)
· Reading, Writing, Discussion, Research, and Presentation
· Presenting Programs & Events
· Excellent Communication, Negotiation, Organizing and speaking skills

References: 
· Dr. Walid Raad      (00961- 3 - 33 22 87)
Chair Person at Lebanese International University (Communication Art Department)

· Mr. Abed Bitar     (00965-6694 5623)
Brand Manager –Azadea Group
