FARAH DIA
Phone Number: +961-70-634443
Email Address: Farahdia22@gmail.com 

GENERAL INFORMATION
Marital Status:        Married
Nationality:             Lebanese 
Date of Birth:          February, 22, 1990
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it in timely mFrom 2008 to 2012                     Lebanese American University – Beirut, Lebanon
                                                        Bachelor Degree in Business Management

From 1994 to 2008                      Rawda High School- Beirut, Lebanon 
                                                        Lebanese Baccalaureate – Literature & Humanities  

WORK EXPERIENCE
From August 2017 to Present      7/10 MARKET – HAMRA, BEIRUT, LEBANON 
                                                            Manager                                                                                                                   
· In charge of everything related to Suppliers, Staff, & Customer Complains
· Effectively leading the maximization of sales for the shop
· Created a new concept, and opened segments in order to grab new customers 
· Checking market updates, competitors’ status, costumer’s demand. 
· Created the 7/10 super hero bird, brochures, & Instagram account.

From July 2016 to January 2017      BELOW THE LINE (BTL) – DUBAI, UNITED ARAB EMIRATES
                                                                Account Manager                                         
· Worked closely with  VIP customers’ accounts, like (Johnson & Johnson UAE, Al Aujan Group, Emirates NBD )  
· Assisted in designing new & creative giveaways for expo 2020
· Developed, & plotted the companies presentation for expo 2020 tender
· Introduced BTL to some VIP Clients 
· Opened a line between the company and new suppliers in China 

From March 2016 to June 2016         PREMIER MIDDLE EAST – DUBAI, UNITED ARAB EMIRATES 
                                                                  Marketing & Sales Department - Section Head 
· Established and implementation of the Marketing & Sales Procedure in the company
· Effectively leading the maximization of sales for the company 
· Developed, implemented and updating the customer database
· Trend and forecast analysis - monitoring competitors and market conditions
· Identifying commercial opportunities for business development
· Contribute to product development through ideation and innovation
· Setting realistic expectations and pushing through on these expectations with
determination
· Innovated & created the Premier Me Shopping & Entertainment Book Project
· Innovated & created the Premier Me Signature Super Market Project
· Designed and implemented the Premier Me company profile presentation
· Designed and implemented the Premier Me Training Center presentation
· Created the Premier Me Instagram Account and ensures the upkeep and ongoing support for these accounts
· Created The Premier Me Facebook Page and ensures the upkeep and ongoing support for this page

October 2014 to January 2016    LEBANON AND GULF BANK – BEIRUT, LEBANON
July 2015 to January 2016    Credit Officer at Ashrafieh Branch                                                 
· Assessed clients' financial situations to develop strategic financial planning solutions
· Organized financial analysis and portfolio study for debtors
· Approved loans within specified limits, and referred loan applications outside those limits to management for approval
· Met with applicants to obtain information for loan applications and to answer questions about the process.
· Analyzed applicants' financial status, credit, and property evaluations to determine feasibility of granting loans
· Explained to customers the different types of loans and credit options that are available, as well as the terms of those services
· Obtained and compiled copies of loan applicants' credit histories, corporate financial statements, and other financial information
· Reviewed and updated credit and loan files

December 2014 to July 2015     Customer Service Officer at Ashrafieh Branch
· Gathered and verified all required customer information for tracking                                                                                                     purposes.
· Provided splendid customer services to customers in a friendly and courteous manner at all times
· Set up and maintained customers’ accounts
· Promoted and sold financial products and services to customers 
· Handled in an effective manner difficult and upset customer situations calmly and politely
· Adhered to all confidentiality requirements at all times
· Met all customer call guidelines including service levels, handling time and productivity
· Provided information to customers on their account status and account balances
· Improved customers’ banking experience with the bank by ensuring that the customers attended to promptly and all their challenges are resolved immediately
· Maintained records, opened post and send letters to customers
· Solved unresolved customer issues professionally and timeously
· Answered clients' questions about their accounts details and bank's products
· Participated in professional trainings, and courses instructed by management and had the will to contribute acquired knowledge to the development of the bank. 

October 2014 to December 2014    Job Rotation at the Main Branch, Down Town
· Monitored payments due from clients and contacted clients with past due payments
· Provided account services to customers by receiving deposits and loan payments; cashing checks; issuing savings withdrawals; recording night and mail deposits; selling cashier's checks, traveller’s checks, and series e bonds; answering questions in person or on telephone; referring to other bank services.
· Cross-sold bank products by answering inquiries; informing customers of new services and product promotions; ascertaining customers' needs; directing customers to a branch representative.
· Complied with bank operations and security procedures by participating in all dual-control functions, maintaining customer traffic surveys; auditing other tellers' currency; assisting in certification of proof.
· Maintained customer confidence and protects bank operations by keeping information confidential
· Contributed to team effort by accomplishing related results as needed

From May 2012 to May 2014            CREDIT CARDS SERVICES COMPANY SAL                                                                      
                                                                 Product Development and Sales Department
                                                                 Customer Service Officer                                             
· Documented all customer enquiries and comments thoroughly and quickly
· Grew company revenues by developing new products
· Participated in creating, launching, or implementing new credit cards
· Developed methodology to test credit cards
· Worked with product management team to ensure process was efficient
· Responded to all customer enquiries thoroughly and professionally
· Solved unresolved customer complains
· Defined product vision 
· Greeted customers in a timely fashion and quickly determined their needs
· Participated in marketing and awareness campaigns in the bank to create an enlarged customer base
· Sold 133 credit cards in duration of 3 weeks
· Worked night and weekend shifts during Ramadan, sold 230 credit cards in 2 events
· Represented CSC in 7 very important events with pilots, doctors, and pharmacists

From November 2009 to June 2013         Tutoring (Freelancing)                                                                                        
· Development and growth of students through after-school tutoring programs to teach under-privileged students
· Developed programs to work with students and increase interest in higher learning
· Improved average scores on Math and philosophy
· Increased student's Introduction to business, and Management, test scores through private tutoring

MY OWN INITIATIVES
· Founder and Previous Co-owner: Old But Gold Official
                    New & pre-loved jewellery Instagram blog

· Founder and Co-owner: Swanky Swap
New & pre-owned designer’s items Instagram blog

COMPUTER SKILLS 
MS Word, Excel, PowerPoint, Outlook, Access, Six-Sigma and Moody’s.
	
LANGUAGES 
Fluent in Arabic and English (Writing reading and speaking) 

REFRENCES 
Available upon request 
3

