Joseph A. Ibrahim

ADDRESS: Beirut, Lebanon
MOBILE: + 961 70 76 31 61
E-MAIL: joseph.ibrahim3@gmail.com
DATE OF BIRTH: 13 February 1990


OBJECTIVE
I am looking for a vacant position in your reputable establishment to implement the skills that I have acquired over the years and acquire new ones. I hope to use and apply these skills to contribute to the company’s objectives. In addition, I am looking to develop my career and face new challenges. 

Work experience
Jul. 2018–Present: Premier Sports – Business Development Manager
Tasks covered:
· Introducing the company in the Lebanese market and  searching for potential clients
· Expanding the business’ presence and productivity with new and efficient strategies. 
· Handling administrative tasks on the online registration main admin page, such as Help Center messages, reviewing pending events, review account and users data…
· Organizing and providing services to sporting events on site (UAE and Lebanon).
· Managing  visits to fairs and exhibitions and dealing with suppliers and coordinating for stand designs and rent (such as ISF Saudi Arabia 2019) 
· Taking part in Ras Al Khaimah (UAE) Half Marathon organizing team and assisting the race director in all of his tasks
· Communicating with potential customers and vendors and negotiating agreements with international and local contacts for services or deals.
· Implementing the Salesforce platform into the sales team’s daily tasks and duties
· Training employees on how to use the software and get the best out of it in addition to learning how it can be integrated into the management’s work facilitating internal communication
· Identifying the company's needs and scoping out solutions
· Creating Job Descriptions and assisting the specific departments in finding the right candidates and choosing the right applicant

Sept. 2015–Jul. 2018: Executive Aircraft Services - Assistant General Manager/Office Manager
Tasks covered:
· Keeping up to date with all the processes going on in the office and being the link between the departments and the General Manager
· Checking the company’s main e-mail address’ messages, the General Manager’s inbox and my own professional e-mail 
· Filtering CVs for recruitment as well as interviewing and assisting head of departments in meeting future employees  
· Meeting with potential suppliers, negotiating deals with them and agreeing on final offers
· Taking care of ISO and quality procedures, following up with the departments and working with auditors to maintain the ISO certificate’s standards and requirements.
· Keeping a record of Aircraft flights, technical logs, important legal documents, contracts, employees’ files (IDs, certificates, NSSF papers…)
· Coordinating with the accounting department regarding payments and transactions, generating work orders and invoices for the maintenance department
· Preparing presentations, contracts and agreements with the help of the company’s lawyers for clients, suppliers and employees
· Taking care of Shipments (imported and exported) and coordinating with both, the shipping company and the maintenance department (or the client), for parts and items
·  Keeping track of renewals of local and foreign licenses (cars, drivers, employees…) and being the main contact with insurance companies and many suppliers such as hotels, office supplies, logistics, etc


Apr. 2014 – Oct. 2016:  Tele Liban – Sabah Lebnen Show – Assistant Producer/Presenter
Tasks covered:
· Managing a group of coworkers, by coordinating operations concerning their work, and delegating the needed tasks to be done for the show
· Communicating with different departments in the company and ensure that the work is done properly for the episode
· Solving conflicts and handling problems in the absence of the producer
· Helping with the content of the show by arranging guests and creating new topics weekly
· Making connections and cooperating with every member of “Sabah Lebnen”.  
· Taking charge of three different segments throughout the week on the morning show (Technology, Online Media and Cinema Segments): preparing the content of the episode and presenting it LIVE on air (for duration up to 30 minutes.) 
· Filling  in gaps where guests cancel on their interview 
· Preparing and arranging the segment concept and idea on the spot and present it. 
· Handling  the “Sports Segment” for a short period of time where I interviewed elite guests from the Sporting world

Dec. 2012 – Oct. 2013:  Malia Moda – Paul & Shark – Fashion Consultant
Tasks covered:
· Fashion consultant for a luxury brand such as Paul & Shark and dealing with high end products and customers.
· Handling shop responsibilities such as opening and closing in Downtown and in Beirut City Center or taking care of Paul & Shark stand in ABC Ashrafieh and Dbayeh 
· Receiving products from warehouse and display it
·  Building a database of customers and working in teams to achieve personal and group goals


Sept. 2010- Sept. 2011:  Ataya International High School – Administrative Assistant/Teacher
Tasks covered:
· [bookmark: _Hlk32408923]Computer and Physical Education Teacher for special case students of all ages
· Responsible for looking over the students during recess and field trips and making sure everything is in order during classes 
· Math and English teacher during Summer School
· Stock Keeper and Assistant in the school management throughout the entire year, filing papers, keeping track of payments...
· Helping the principal and the accountant in their daily work.

Dec. 2009 – July 2010:  ABC Department Store – Achrafieh – Sales Representative
Tasks covered:
· Responsible for the direct contact with customers in the men’s department wear in ABC store in the Achrafieh mall
· Restocking and keeping track of all the products in the men’s department



EXTRA PROFESSIONAL EXPOSURE
Feb. 2017 – Jun. 2017: Cinema Segment on “Fan & Fun & Games” on Sawt El Mada Radio Station
Jan. 2016 – Jun. 2017: Cinema Segment on “Semi3 7alak” on MBS Radio Station
Apr. 2014 – Jun. 2017: Cinema Segment Presenter on “Sabah Lebnen” morning show on Tele Liban

INTERNSHIP AND TRAINING
Feb. 2018: Emergency Response Plan Training – Kenyon International Emergency Services

Apr. 2016:  Security and Safety Awareness Certificate – CERSA

Dec.2011 - March 2012:  BLF Bank headquarter - Achrafieh – Intern in the monetary department 
Tasks covered:
· Branching project that consists on data entry, filing and other administrative tasks
· Gained skills in organizing, adjusting to new environments, and working under a deadline

Aug. 2010:  BYBLOS Bank – Achrafieh – Trainee
Tasks covered:
· Taking charge of the daily bank operations
· Learned the basic tasks and developed customer service skills and communication

EDUCATIONAL BACKGROUND
2008-2013:   Lebanese University of Business and Economic Science Section II – Achrafieh -
[bookmark: _GoBack]University Degree in Business Management
1995-2008:  Collège Du Sacré-Coeur – Gemmayzeh - Lebanese Baccalaureate in Life Sciences

[bookmark: _gjdgxs]INTERESTS AND SKILLS
COMMUNICATION
· Excellent written and verbal communication skills.
· Self-motivated and enthusiastic individual. 
· Quick learner of new skills.
· Ability to work independently and within a team.
· Work ethic and punctuality.
· Excellent customer service skills.
· Meticulous with a close attention to details.
· Strong problem solving, communication and organizational skills.

LANGUAGES (Written and Spoken)
· Arabic (Fluent) - English (Fluent) - French (Fluent)

COMPUTER SKILLS
· Basic Computer Skills (Operation System management, Software Installation…)
· Excellent at Microsoft Office (Word, Excel, PowerPoint, Outlook)
· Photography Software (Adobe Photoshop, Editing software…)
· Managerial Software: Salesforce, Basecamp, Freshworks, QuickBooks, Payfort

HOBBIES
· Movies, music, photography, sports, nature, diving, graphic design, art, architecture, animals, traveling, arts and video games.

					

						References Available Upon Request	
