Caroline Alam


Contact
· 4th floor, Jamil Akary Bldg., Nafaa St., Dekwaneh, Metn, Lebanon
· 00961 70 639542
· alamcaroline@yahoo.com
Personal Info
· Nationality: Lebanese
· Marital status: Single
· Date of birth: March 31, 1981
Skills
· Problem solver
· Proactive
· Multitasker
· Team player and motivator
· Creative
· Friendly and helpful
· Remarkable analytical skills
· Proficient in MS office
· Oracle JD Edwards
Languages
· Arabic: Native
· English: Fluent
· French: Conversational
Summary
Experienced Administration professional with over 18 years of experience. Seeks to exploit self-motivation and strong leadership skills to promote continuous development.
Experience
Senior Estate Specialist – 03/2013 to present
Les Affichages Pikasso sal, Furn El Chebback - Lebanon
· Negotiated fees with municipalities to ensure fair charging as per law
· Reviewed contracts and negotiated terms with landlords
· Secured prime panel locations as per the management’s requests 
· Ensured conformity to the company’s standards by being an Internal quality auditor 
· Ensured all dues are met on time
· Supervised and trained the Junior Estate Coordinator
· Designed customized reports and spreadsheets which were crucial to control expenses
· Acted as a focal person for other departments

PR Administrative Coordinator- 10/2010 to 02/2013
Les Affichages Pikasso sal, Furn El Chebback – Lebanon
· Re-organized the department’s databases and  filing system which significantly increased efficiency
· Prepared and followed up payments and permits’ renewals
· Enhanced other departments by providing development ideas, and by designing new spreadsheets for data input and reports’  extractions


CEO Assistant - 01/2010 to 09/2010
Actel Communications sal, Sin El Fil - Lebanon
· Assisted the CEO with the daily administrative duties
· Managed the calendar of appointments and compiled documents for meetings
· Composed reports and correspondence
· Arranged complex and detailed travel plans and itineraries




Trainings and Certifications
· Microsoft Access 2010 (Formatech-Lebanon, 2013)
· Emotional Intelligence/Project Management (ICTN-Lebanon, 2010)
· Training on Industrial Statistics (UNIDO-Vienna,2008)
· CIW Track (New Horizons-Lebanon,2004)

Administrative Assistant - 10/2006 to 01/2010
Association of Lebanese Industrialists, Sanayeh - Lebanon
· Was responsible for the preparatory stage of the Industrial Census in Lebanon (Managed by UNIDO with collaboration of Ministry of Industry), which included testing the new software, recruiting and training the taskforce
· Was member of the taskforce associated with the Project “Promoting Decent Work and Gender Equality in Lebanon, Jordan and Syria” conducted by the International Labor Organization (ILO)
· Established and updated a comprehensive 600+ members database and mailing list
· Ensured a smooth mailing system by sorting and distributing incoming emails, and dispatching important circulars and news to members
· Prepared and drafted letters to be sent to government bodies and associations
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Administrative Assistant and Accountant - 08/2001 to 03/2006
Lebanese Security Protection, Antelias - Lebanon
· Composed and prepared correspondence
· Prepared contracts and anticipated timely renewals
· Induced the accounting department when accounting services were outsourced before
· Managed all accounting operations
· Organized the flow of funds which was directly reflected in a better company-supplier relationship
Education
Bachelor of Business Administration: Accounting and Finance - 2003
· Lebanese University- Faculty of Business Administration and Economical Sciences , Achrafieh - Lebanon



