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OBJECTIVE
Seeking a position as an administrator in an organization where all my professional skills abilities along with my extensive experience in this field will be utilized and I will get a proper platform to push my career as an administrator within a well reputed organization.
EDUCATION
· 2012-2014	Lebanese Canadian University(LCU) Antoura, Lebanon  
                        Universite Jean-Monnet-Saint-Etienne, France
 
                       MBA in General Program   
                                                                                                                                                                                                                               
· 2014-April       Training workshop on: Technical Analysis of the Financial Markets.

· 2008-2012      Notre Dame University (NDU)-Zouk Mosbeh, Lebanon  
                                   Bachelor in Banking and Finance 
                                  Minor in Management                                                                                                                                                                                                                                                                        
WORK EXPERIENCE
· April 2016/Present, Lebanon and Gulf Bank S.A.L.
                        Head of section (September 2018- Present) 
                        Senior operation officer (April 2016- September 2018)
                        
· September 2013/June 2016, FIREFIGHTERS S.A.L.
                       Stock keeper for all products
                      Dealing with daily posting of journal entries
                      Reconciliation with bank statements and tax calculations

· April 2012/April 2016, Operation banking at Lebanese Swiss Bank S.A.L.
                        Dealing with daily transactions (deposits, withdrawals, clearing checks…)
                        Interbank transfers (inbound, outbound)
                       Operating forex deals, opening of different types of accounts….

· Fall 2009/Spring 2010, SPARKIES store- Keserwan, Lebanon                                                                                                           .                       Assistant manager& accountant
                        Planning & organizing event, implementing new ideas to local market

                       
RELEVANT SKILLS
· Excellent communication skills, able to put views across confidently and assist better team relationships.
· Strong skills in helping others with problem solving both work and non-work situations. 
· Strong attention to detail and ability to help others improve their performance.
· Track record in planning and organizing events.
· Responsible for handling money.


COMPUTER LITERACY
Fluent in MS excel, MS word, MS PowerPoint, MS project , and Banking systems and software (kapity, beam…)

LANGUAGES
Fluent in Arabic, French, and English languages. (Written & spoken)

INFORMATION
Information available upon request.
