Mona Kalo 

Hamra, Beirut | 70055150 | monakalo7@gmail.com | PRINTED PORTFOLIO AVAILABLE  
Objective 
· Interior Architecture graduate shifting into the Digital Media field. In search of an opportunity to enhance customer engagement through my vigilant attention to emerging social media outlets and my awareness of the latest social media trends. To obtain a position with an innovative organization that will profit from my fresh, creative approach to social media marketing that successfully reinforces brand persona, engages current customers and captures new customers.
Education 

GOOGLE ANALYTICS CERTIFICATION | OCTOBER 2019 – PRESENT 
. Create an account, implement tracking code, analyze basic reports, and set up goals and campaign tracking.


STRATEGIC COMMUNICATION AND ONLINE MANAGEMENT CERTIFICATE | AUGUST 2018 – SEPTEMBER 2019 | AMERICAN UNIVERSITY OF BEIRUT 
· Public Relations 
· Interpersonal Communications 
· Political Communications Campaigning  
· Branding  
 
B.A INTERIOR ARCHITECTURE | JUNE 2016 | ARCHITECTURE & DESIGN | LEBANESE AMERICAN UNIVERSITY 
· Major: Interior Architecture · GPA : 3.08 
L.H BACCALAUREATE DEGREE | MAY 2012 | RAFIC HARIRI HIGH SCHOOL, SAIDA 
· Major: Literature & Humanities 
Work Experience  
MANAGER | LUSH FRESH HANDMADE COSMETICS - FRESH TREE | MARCH 2019 - PRESENT  
. Customer Service  . Brand Building  
. Driving Sales  
. Development and Engagement of staff members 
. Succession Planning 
. Recruitment and Promotions  
. Enforcing policies and procedures  
. Stock and inventory 
. Visual Merchandising  
 
SOCIAL MEDIA AND PR MANAGER | LUSH FRESH HANDMADE COSMETICS- FRESH TREE | NOVEMBER 2018 - JUNE 2019 
. Managing all social media platforms (facebook\intsagram\twitter\website) 
. Creating specific and specialized content 
. Developing strategies to increase engagement and followers 
. Organizing PR events and responsible for the PR list and PR boxes  
. Talking photographs of products/ services 
. Engaging with clients online/ customer service  
. Analyzing page activity 
. Initial page study 
 
SALES ASSOCIATE | LUSH FRESH HANDMADE COSMETICS - FRESH TREE | SEPTEMBER 2018 - APRIL 2019 
. Assisting clients on shop floor  
. Keeping up with staff analysis sheet during the day 
. Look after designated area of shop and keep clean  
. Reach personal sales target per day 
. Receive and send transfers  
. Keep track of stock products and displayed products  
. Update date sheet for products  
FREELANCE INTERIOR ARCHITECT | JUNE 2016- PRESENT 
 
Employee | PREMIUM PROJECTS | SEPTEMBER 2016 – MARCH  2017 
. Quantity Surveying (Site visits, assessments and cost preparation) . . Inspecting construction work as it progresses to completion. 
. Quality control and quality assurance 
. Keeping track with the Project Manager and Interior Architect concerning the work done on site 
. Making sure that payment request forms are done precisely with the required documents attached and monitoring progress payments. 
. Meeting with clients to stay updated with the all the changes. 
GRAPHIC DESIGNER| LEBANESE AMERICAN UNIVERSITY – OUTREACH & CIVIC ENGAGEMENT DEPARTMENT | SEPTEMBER 2013- JUNE 2015 
 
Skills 
Computer Skills: Microsoft Office, Adobe Illustrator, Adobe Photoshop, Adobe InDesign, Autocad 2D &Autocad 3D, 3D MAX and Vray, Google Sketchup. 
Manual Skills: Sketching, Drawing and Photography
Soft Skills: Leadership ability, Teamwork, Customer Service, Digital Marketing  
Hobbies 
Self taught makeup artist/ aspiring influencer on social media ( IG/FB : @monakmua ) 
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