
Carmen Nicolas


Address 1: Beirut, Lebanon
Address 2: Bishmezzine, Al Koura, North Lebanon
Nationality: Lebanese 
Marital Status: Single  
Place and Date of Birth: Bishmezzine 17-08-1989
Mobile: 00961 70 18 20 97
Email: nicolascarmen1@gmail.com


PERSONAL   SUMMARY

Talented and self-reliant Administrative Assistant with 5+ years’ successful track record in providing administrative support to all levels of managers.  Hands-on experience in organizing meetings, coordinating with stakeholders and maintaining the executive's calendars, known as a passionate person who is willing to accept new challenges.
  Also, I am a capable, intelligent and very presentable communications specialist with the ability to understand the
  client’s objectives, industry and mission statement. Much experienced and having a proven ability to use the social
  media to engage with target audiences.

 Currently looking for a suitable public relations opportunity with an established, innovative and expanding company.


Career History

Administrative Assistant to the President |University of Balamand - Lebanon

    May 2014 - Present

· Responsible for managing control tracker in all the Group finance entities, e.g. track project progress updates;
· Administrative support e.g. maintaining records of company secretarial work, bank communication, mandates;
· Devising and maintaining office systems, including data management and filing;
· Organizing calendars and ensuring schedule is managed;
· Producing documents, briefing papers, reports, research and presentations in support of managers workload, events and meetings;
· Manage and coordinate CEO’s calendar, organize meetings and appointments with efficiency and intricacy;
· Prepare reports, memos, letters, presentations etc. to the highest standards and in a timely manner;
· Procure complex travel itineraries, agendas, travel expense reimbursements and adhere to internal processes;
· Read and analyse incoming memos, submissions and reports to determine their significance and arrange their distribution accordingly;
· File and document control retrieval of corporate documents, records, reports and archived materials;
· Collaborate and liaise with the wider team to meet deadlines;
· Monitor, track and follow up on deadlines to ensure they are met;
· Ensure confidentiality and data protection is at the forefront of all activities;
· Coordinate meetings and strategic activities;
· Be able to commit to flexible working hours where required in line with international time zone needs;
· [bookmark: _GoBack]Preparing minutes and following up on assigned items;
· Take notes at meetings or to provide general assistance during presentations;
· Meeting and greeting visitors at all levels of Seniority;
· Maintain office equipment as needed;
· Create and enter information into databases;
· Assist in filing with the PR Office on all news and follow up on social media related to the President.


Social Media Specialist | Freelance – Lebanon

July 2017 - September 2019

· Develop, implement and manage the social media content;
· Measure the success of every social media campaign;
· Stay up to date with the latest social media best practices and technologies;
· Communicate with industry professionals and influencers via social media to create a strong network;
· Excellent knowledge of Facebook, Twitter, LinkedIn, Pinterest, Instagram, Google+ and other social media best practices;
· Excellent multitasking skills;
· Critical thinker and problem-solving skills;
· Team player;
· Good time-management skills;
· Great interpersonal and communication skills.


Quality Controller | SABIS - Lebanon
August – September 2013          
· Prof-read mistakes in School books and publications (English, Arabic and Spanish);
· Wrote notes and comments for the book designers and Quality Control Manager for action.

Event Coordinator Assistant | Freelance - Lebanon 
May 2011- September 2016       
· Work with support staff for room reservations, set-up and catering; 
· Facilitate on-site and off-site registrations for assigned events;
· Maintain records on event activities, progress, or status.
Assistant for a University Student | Freelance - Lebanon

October 2012 – June 2014            

•	Help in doing researches; 
•	Help in the readings;
•	Help with homework.

Production Assistant Intern | MBN “Middle East Broadcasting Networks, Inc.” - Lebanon
 July – September 2012   
· Assist field reports and helped documentary edits and news;
· Manage administrative, publicity and research work;
· Design shooting schedules and arranged production meetings;
· Contribute in team discussions and overall planning.	


EDUCATION

University of Balamand (UOB) – Lebanon                                                                  2015
Masters in Marketing, Advertising, and Public Relations

University of Balamand (UOB) – Lebanon						            2009 - 2013
Bachelor in Mass Communication 

Khalil Salem High School, Lebanon 								 2008-2009
Lebanese Baccalaureates in Humanities	



PERSONAL SKILLS

· Language Skills: Fluent in Arabic and English both written and spoken;
· IT Skills: Proficient in MS Word, PowerPoint, Excel, Photoshop. In addition, an extensive knowledge of email and internet usage;
· Highly professional behavior towards all stakeholders and team members;
· Strong attention to detail, time management, forward looking and problem-solving skills;
· Excellent communication skills (written and spoken);
· Self-starter, self-disciplined and a well-organized, and multitasking person; 
· Quick learner, able to adapt easily to different personalities and working styles;
· Strong interpersonal skills with the ability to build relationships with stakeholders, including staff and external partners;
· Excellent organizational skills that reflect ability to perform and prioritize multiple tasks.
· High-performer able to work towards tight deadlines;
· Familiar with the media and communications industry and how it works;
· Very Confidential  in keeping sensitive business and personnel matters private;
· Active member in Lebanese Red Cross, provided assistance to handicaps, elderly, prisoners and refugees


References are available upon request.
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