		  
  	
Mireille Kamel Maritti                                                                               
Lebanese, Italian 
Mireillek961@gmail.com  
+961 3 635960
+39 3271388731

SUMMARY of QUALIFICATIONS
More than 20 years’ experience in Public Relations, Event Management and Executive Administration. Always making sure of learning the fundamentals of the business in order to maximize the value of the investment for the organizations. Providing strategic support and always working proactively to make sure of processes and continuous improvement.

			
EXPERIENCE  
                                                                                                                              
Project Oriented Consultant as Freelancer, Rome, Italy (Italian Bed & Breakfast)                                       May 2012 till to date
· Developing a concept for a rooftop terrace and bar activity* Public relations, Booking, Hosting, Catering Public relations
· Theme Parties, tailored menus and budgets, hosting, decoration, music. 
· Organizing Breakfasts and dinners for local and foreigner’s groups according to special demands, in specific location, appealing or unusual places
· Public relations and front desk officer, hosting and booking, personalized welcome to VIPS
· Personalized room services, from breakfast to dinner or lunches, birthdays and special events such as wedding birthday or many others occasions
· Personalized touristic visit for short stay visitors
· Volunteering in schools, for teaching foreigners and conversations
· Volunteering in churches and others NGO for distressed and needy people
                                                                                                                   
L’OREAL PARIS, Beirut Lebanon / Personal Assistant to the CEO                                	        January 2012 - April 2012
· Managing the CEO schedules and setting up his appointments
· Planning, organizing, coordinating on all the administrative and operational procedures, activities and documentation
· Booking and arranging trips, transportation and accommodation
· Assisting in organizing events and conferences
· Organizing meetings for foreigner directors and their stay in Lebanon:
· Accompanying to points of sales, private and touristic visits
· Monitoring their various agendas

AKSYS Capital, Beirut, Lebanon / Personal Assistant to the CEO	                       May 2010 - December 2011
· Managing his schedule and workload: scheduling his travel, arranging his meetings, handling information requests, preparing reports and correspondence and liaising with board members
· Supervisor for a Mission in Iraq, October 2011 for a business development for a private project: research, market study, etc.




Lebanese Leasing Company (Fransabank), Beirut, Lebanon / Business Development & PR	 July 2008 - December 2009
· Gathering market and customer information
· Identifying the company products and services that are underperforming
· Developing an in-depth knowledge of the company offerings.
· Working on pricing and policies, 
· Improving existing sales strategies and proposals 

Lebanese Franchise Association (LFA), Beirut, Lebanon / Executive Coordinator                           	February 2007 - June 2008
·  Recruiting potential franchisee businesses for joining the LFA
· Cooperating with concerned NGO's to further the interests of franchising of Lebanese businesses
· Organizing seminars, workshops, conferences

AdLine Media Representative, Beirut, Lebanon / Advertising Marketer 	        October 2006 - December 2006
· Preparation and coordination for the 20th anniversary celebration of the RDCL 
· (Gathering of Lebanese Executives)
·  Main Achievement: 	reaching around US$ 100,000 of advertising sales

WEBCOR Group (INCOSERV), Beirut, Lebanon / CEO Executive Assistant	  November 2005 - September 2006
· [bookmark: _GoBack]Managing, coordinating and maintain calendar of CEO including appointments, meetings and travel planning, 
· Responsible for organizing all the internal and external meetings on behalf of the CEO ensuring all necessary
requirements are made: meeting venue, equipment, presentations, agendas 
· Drafting and writing high quality reports and presentations, as required by the CEO

Beiteddine Festival, Beirut, Lebanon / Cultural Events Office Manager	January 1998 - October 2005
· Organization of 7 editions of Beiteddine Festival, a musical artistic and cultural event of international standards and quality
· Coordination with different departments: management, accounting, and advertising 
· Monitoring tickets sales, in Lebanon and abroad
· Contacting and following up with producers/Performers with handling contracts and requests
· Global coordination including advertising as well as promotional and sponsoring campaigns
· Monitoring the technical teams and dealing with local and foreigner suppliers 
· General planning of the Festival calendar
· Effected appropriate follow-up of the sponsors (monitoring) and the yearly catalog in particular (ad, bills, payment, media survey)
· Achieved all related administrative tasks.







OBEGI BETTER HOME / Showroom and Space manager                                                         January 1994-November 1997  
Field: Luxurious home appliances, household and office furniture
· Showroom management 
· Team supervising and Client’s consultancy. 
· Contacts Management and Customer follow-up
· Dealing with customer queries and complaints
· Various administrative task 
· Overseeing pricing and stock control.



EDUCATION:

MBA	Management                 2008   Université Saint Joseph (USJ), Université Dauphine – Sorbonne
Business Administration	     1984	   Université Saint Joseph (USJ)
	

LANGUAGES:  		Multi-lingual: Arabic, French, English, Italian, fluently spoken and written.
                                           Portuguese Beginner  

ACTIVITIES:  		Reading, Tennis, Swimming, Volleyball, Hiking, Volunteering, Cooking
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