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CAREER OBJECTIVE:

To achieve the highest level of career growth within a well-reputed organization in the administration and public relations field.


Education:


· BA Communication of Art “Public Relation” Lebanese International University (LIU) Graduated ( 2016 – 2019 ) 
· 2 Years Business Administration “Finance & Banking”	“Lebanese International University”

· BT3  Business  “Accounting & Computer”   (2003-2006)
“Private Certificate” + Lebanese Official Certificate from the “Ministry Of                                     Education”   Technical Bachelor

WORK EXPERIENCE:

· Gulf Resources (2010 – 2015) (Dubai, UAE) 

 Responsible of the social media for the company
 Responsible of the reputation and the image of the company
 Elevate client relations by establishing credibility, discerning needs, and providing appropriate coverage recommendations. Sell Medicare Advantage plans, life, health, long-term care, auto insurance, and annuities plans to clientele. Call on policyholders to deliver and explain policies, analyze insurance programs, and suggest additions or changes. Calculate premiums and establish payment methods.
 Secretaries work 
 Responsible for entering Insurance policies in the system
 Gathering and assessing background information
 Follow up on insurance policy schemes
 Gathering information and various types of reports such as medical records from specialists
 Building Customer Relationship
 Dealing with sister companies
 Studying Insurance proposals
 Filing 



· Arab Commercial Enterprises (2008-2010) ( Beirut, Lebanon )

Sales: Exceeded all assigned personal sales goals, including increasing new contracts.

Accountant: Responsible of all the Manual Transactions regarding the invoices of the Suppliers, Expenses and Assets. Holding the Company’s Bank Status in order to make Transfers from Account to another. Responsible of the Petty Cash (Payment Vouchers). 

Administration & Customer service: Follow up all the insurance policies with the customers. Working on any accident declaration. Contact with the customers in order to renew their insurance policies. 


· Dubai Islamic Bank Call Center (2007-2008) ( Dubai, UAE )
          As a phone banker 

 Providing high standards of customer service telephonically
 Following up on customer complaints to ensure customer satisfaction.
   Transferring Funds & confirming financial Transactions for customers through the Legacy system of DIB.
 Ensuring Quality service to the DIB customers in terms of accurate
      relevant product information.





  
     



· Moustache, Beirut. (2004-2006)

Worked as retail sales in man’s section in Hamra/Beirut. Achieving my target and I was responsible for the new stocks and fixing the visual and putting the stocks in a proper way on the shelves.



· Rakan Trading Company, Beirut. Mar Elias-Down Town St. 
          (2003-2004) 

Worked as Marketing and Sales, my work involved promoting and
 developing the sales target for special products for Accessories -Bags- hand
 craft and gift items. 


Qualifications:

· Self-motivated
· Able to work on own initiatives and as a part of team
· Capable of working and dealing with emerging challenges and deadlines
· Prepared to travel to different regional locations
· Interested in learning and sharing knowledge and experiences



Computer Skills:

· Professional Computer Literacy: Basic Microsoft, pro in (Word, Excel, Access & PowerPoint)
· Omega System.
· Banking System (Iflex, Tandem, Online administration, Avanza)
· Communication system (Avaya system) 


Languages:

· Excellent writing, reading, and speaking English
· Excellent writing, reading, and speaking Arabic
· Working on French









Personal Details:

· Nationality: Lebanese
· Date of birth: 30/12/1986
· Marital Status: Single
· [bookmark: _GoBack]Address: Beirut, Musaitbeh, Semaan street Al Sayed Building 8th floor

References

· Available upon request.
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