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MADONA ABOU ANTOUN

Objective:             
My overall objective is to find a career that suits my educational background as well as be able to use my experience and skills to add value to the firm I work to.

Education:         
2002-2005                         ESIG\UQAM                                                                       Aintoura - Zouk.  
                                   Bachelor in Business Administration 
                                          Concentration (Marketing)
2001-2002                         Saint Joseph School                                           Cornet Chahwan - Lebanon
                                          Lebanese Baccalaureate: Economics & Sociology                         

Professional Experience:  



[bookmark: _GoBack]April 2018 – May 2018       CERD / UNICEF                                                     Dekwane, Lebanon			Executive Assistant 
Responsibilities includes checking booklets to be printed
and correcting them, preparing material for trainings 
(food and books), assisting the HR by contacting candidates, 
follow up on the stock, filing, typing documents in Arabic 
and English, take appointments…ets.

Aug. 2017 – Feb. 2018       Biomedic SAL                                                   Mazraat Yachouh, Lebanon			Executive Assistant // HR
Responsibilities includes assisting the Orthopedic 
department for participating in congresses(registration, 
ticket, hotel and visa), assisting CEO in all his requests 
including preparing letters, sending documents by DHL, 
preparing quotations and taking care of all his travels including 
ticket, hotel and visa, assisting Medical devices department by 
preparing also quotations, HR work also including preparing 
daily attendance, overtime for all employees and assisting in 
preparing the monthly payroll.

Jan. 2015 – Aug. 2016         Ministry of Culture and knowledge Development         Abu Dhabi, UAE
			Administrative Assistant // Translator
			Responsibilities includes assisting in preparation for 
			events that are organized by the ministry. Translating 
			texts from English to Arabic and vice versa. Assisting 
			other departments in administrative work like sending 
			emails in Arabic or preparing English letters
Jul. 2012 – Dec.2014           BENTA SAL                                                                    Dbayeh, Lebanon
			Administrative Assistant // Marketing Coordinator
			Responsibilities includes assisting marketing             	      
Department for participating in congresses(registration, 
ticket and hotel) and assisting CEO.



Dec. 2010 – 2012               The Peninsula Restaurants and Gardens                       Dbayeh, Lebanon
                                     Hostess and Cashier 
                                     Responsibilities include handling cashier and closing 
                                            end of the day as well as hostess job   

Jan. 2008 – 2012                Unitech International                                                         Beirut, Lebanon
                                           Administrative Assistant
                                           Responsibilities include preparing price quotations
                                           and orders for customers in addition to handling accounting 
                                           affairs including invoicing and statements of account.
 
Oct. 2007 	         JMCS Services	Beirut, Lebanon	      Sales Executive
		       Responsibilities include preparing marketing document for 
		       sales meetings with potential clients to promote the company 
		       services as well as negotiate the sale


Jul. 2006 – Oct. 2007	      53 Dots/Dar El Kotob	 Beirut, Lebanon
		      Pricing Executive
		      Responsibilities included price setting for potential clients, 
		      supervising the clarity and cleanliness of the work, besides
		      handling relevant administrative affairs     
                 

Jul. 2005		     Al Kadi & Co.	 Beirut, Lebanon
		      Preparation of Marketing Documents
		      Responsibilities included preparing a marketing plan for a
		      new market entrant including the logistics needed to 
		      implement the plan



Extracurricular Activities:
Volunteer to help several charity organizations with duties that involved aiding poor children in different areas of their lives, including fundraising campaigns to provide them with some basic needs.

Others:
Languages: Excellent in Arabic (Native), English, and French
Computer Skills: Microsoft Office, Internet, Prinance Program (For offset and digital                                  
printing), Fair knowledge in Dolphin, Illustrator, Adobe Photoshop and SoftMind.
Hobbies: Dance de salon.

References:
Available upon request.  
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