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Mrs. Nadine Jamal Eddine 
Tripoli-Lebanon
+96171072169
nadinefjamaleddine@gmail.com
Objective:












	Working in a leading organization where I can use and develop my knowledge and experience in marketing, human resources or any position that suits my profile. 


Education











2018-Present:             LIU (the International University of Beirut) -Lebanon

                                   Masters of Business Administration

                                   Majoring Human Resources

	2004-2007:
	Jinan University – Lebanon

Degree in Business Administration

Majoring Marketing & Management – graded as “Good”

	
	

	1994-2004:

	Haddadine High school- Lebanon

Baccalaureate in “Socio-Economy”.


Work Experience











	Private English Teacher:
     Company:

        Position:

          Period:

Responsibilities:

       Company:
          Position:
             Period:
Responsibilities:
  
	Feb 2019 – Present.
Was responsible to teach him the English language from zero although he was in grade 2! However, as his parents transferred him from French to an English. methods and tools that were been used to improve his English language:

-Using Phonetics, how to pronounce each letter alone, in order to be able in blending them and make correct word.

- Worksheets, for letters, shapes, Video related to the subject.

-Practice on reading small praragraphs.
- Practice writing to improve his handwriting, in a neat and understandable way.

Grow Up – Digital Marketing Company
Account Manager
April 2019 – October2019.
1. Write social media content/ Caption "Copy writing".
2. Work with many people from PR, marketing, and customer service.

3. Interpret creative direction.

4. Manage multiple projects.
5. Manage and solve conflicts with clients.

6. Have specific information regarding daily operations of the Company and keep the Client updated.
7. Interact and coordinate with the team and other staff members in other departments working on the same account.

8. Meet time deadlines for accounts.
MSWR – Taha Akkari

Administrative Manager.

November 2018 till February 2019
1. Access Staff performance and provide coaching and guidance to              ensure maximum efficiency.

2. Ensure the smooth and adequate flow of information within the company to facilitate other business operations.

3. Manage schedules and deadlines.

4. Monitor costs and expenses to assist in budget preparation.

5. Oversee facilities services, maintenance activities and tradespersons (e.g electricians,IT,)
6. Support the implementation of promotional plans.

7. Organize and supervise other office activities (recycling, renovations, event planning etc.)

8. Manage office supplies stock and place orders.

9. Answer queries by employees and clients.

10. Maintain a company calendar and schedule appointments.

11. Distribute and store correspondence (e.g. emails and packages.



	        Company:

           Position:

             Period : 

Responsibilities:
       Company:  
	The Eco Village of Bader Hassoun – Formally known as Khan Al Saboun.
 Public Relation Specialist.
April 2018 till July 2018

1. Formulate PR plans and strategies
2.Enhance the company’s voice and presence through online and offline channels

3. Manage media relations and requests.
4. Write press releases, speeches and other PR copy.

5. Plan and supervise events, fairs, conferences.
6. Support the implementation of promotional plans.

7. Present solutions in times of PR crisis.
8. Facilitate the resolution of disputes with the public or external vendors.

9. Lead survey initiatives and analyze public opinion.

American International Group (AIG) - formally known as Chartis.
American International Group, Inc. (AIG) is a leading international insurance organization-serving customers in more than 130 countries and jurisdictions. AIG companies serve commercial, institutional, and individual customers through one of the most extensive worldwide property-casualty networks of any insurer. 



	             Position:
	Call Center Agent(Temporary Assignment)

	               Period:


	February 2010 till June 2010 

	Responsibilities:
	

	
	1. Receive inbound calls from Advisors and clients who have   service related issues.    

2. Create a strong working relationship with Advisors and their assistants.

3. Educates advisors where to find online information.

4. Process incoming on line requests from Advisors and resolve requests in a timely manner. 

5. Log transactions into CRM system for most inbound calls 

6. Work with peers and management to resolve issues. 

7. Pay close attention to detail, process work accurately.

8. Exercising the appropriate judgment when escalated issues may require a supervisor or manager.

9. Ability to communicate with other business units within the Advisor Group to resolve advisors concerns and issues.

10. Analyze problems and follow through to resolution.

11. Use a collaborative effort to work through business matters with other business units to assure satisfaction of the needs of our advisors.

12. Meet quality and production goals.

13. Strong interaction with clearing firm and external vendors on routine brokerage account platform questions.  

14. Keeping up to date on changes to industry and business processes.



	
	

	         Company:
	American International Group (AIG)

	            Position:
	Client Service Officer (Temporary Assignment)

	               Period:
	May 2009 till September 2009



	Responsibilities:
	1. To ensure end-to-end service of customer requests, answer inquiries, handle complaints, troubleshoot problems and provide information in a professional manner.

2. Responsible for service delivery, policy administration including but not limited to submission management, policy document printing and dispatch, policy file management, sending renewal notices/lists to customers/intermediaries with appropriate follow ups, claims processing (where applicable) and query handling.

3. Follow established procedures for service requests including logging, processing requests, responding to queries, complaint handling and adhere to KPI’s, SLA’s and quality standards.

4. Manage, maintain and archive records electronically or otherwise as needed as per AIG guidelines.

5. Identify and escalate priority issues.

6. Ensure all tasks and activities are in conformance with the AIG Company Statement of Operational Standards.

	
	

	Company:
	Al Faihaa Vocational Center

	Period:
	July 2006 till June 2007

	Responsibility:
	Taught English language for the first four levels, four hours daily.



Internship












	Company:

Period:

Company:
	
Avolunteer at Injaz Lebanon (Junior Achievements).
March – May 2019
Rawdet Al Fayhaa School.

	Period:
	March 2007

	
	Attended classes in “Technique of Teaching” for students between grade 10 and 12. 

	
	

	Company:
	Target for Marketing and Promotion 

	Period:
	May 2006 – June 2006

	Responsibilities:
	Marketing research

Using the internet

Organizing database

Arranging tele-marketing

Handling business accounts




Languages:












	Arabic:
	Fluent in reading, speaking, and writing.

	English:
	Fluent in reading, speaking, and writing.


Computer Skills:











	Operating System:
	Microsoft Windows 

	Software:
	Microsoft Office




Personal Information










	
	

	Nationality:
	Lebanese

	Date of Birth:
	February 1982

	Availability
	Immediately


Note:  All paper/ references are available upon request.
