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RUBA HASBINI
Zarif – Rashid Nakhle Street
Phone : +961.78.909561, Email : Hasbiniruba@gmail.com
	objective

	
	Achieving a responsible position in a reputable organization where I can use my skills and education in a professional, growth-oriented business environment.

	Experience

	

	 July 2019- December 2019    Nymcard                              BDD1082
Office Admin/ HR Officer
1. Book and manage Trips (visas and flights)
1. Set up attendance for employees monthly
1. Management of office equipment, ordering office needs
1. Handle external or internal communication
1. Manage clerical and other administrative staff
1. Organize, arrange and coordinate interviews
1. Coordinate with HR manager regarding recruitment process
1. Handle internal and external logistics dhl , Aramex, Liban post…etc
 April 2013-April 2019	QuanTech - IBM	Holcom
Receptionist
1. Preparing conference room and its needs for scheduled meetings.
1. Safe storage of key offices and its replacements. 
1. Ensuring the application of the common forms (memos, letters…) & the standard system for filing by all the departments within the company.
1. Data Collection, data surveys through internet and social media 
1. Filtering CVs to the required persons.
1. Assists in providing office equipment support hardware and software.
1. Maintenance of the office equipment when needed 
1. Arrangements for meetings and events. 
1. Ensuring travel needs, transportation, and booking cars rental when needed
1. Screening all of the company’s incoming and outgoing phone calls. Preparing teleconference calls when assigned. Recording maintenance calls of clients.
1. Send & distribute couriers through delivery services Aramex, DHL, TNT, etc...
1. Handled all of the company’s incoming faxes and distributed them to the appropriate department.
1. Ensured that written materials are filed appropriately and timely.
1. Assisted the Customer Service Department in logging the troubleshooting calls and distributed them accordingly.
1. Assisted the Sales department in their offers to the customer.
1. Assisted the account department in their letters and transfers to the banks.
1. Handling Filling Offers – Signed Offers and Maintenance agreements.
1. Administrative duties such as: Scan, Fax and email control.
 June 2012-Dec 2012	EmTech 		Spears
Executive Secretary
1. Preparing Portfolios for Projects. Maintaining and controlling the mailing and filing system of the MD, organizing and dividing the files according to the reference succession or date and subjects.
1. Performing duties as assigned or requested. Follow up with the concerned departments, according to the Managing director’s instructions.
1. Ordering Uniforms and handling its distribution.
1. Preparing and fill HR needs related forms such as job applications, leave requests, and annual leave.
1. Direct assist to the general manager (Meetings internal and external, etc.)
1. Scanning, emailing, photocopying, keeping records, updating database. 
1. Assisting the account department, invoicing, filling, and handling petty cash
1. Ordering office requirements regarding stationery and kitchen needs

 Feb 2011-May 2012	La Senza 		       Hamra
Sales Consultant
1. Handling the cash, preparing daily cash report and emailing to the HR Department
1. Updating Strategies to increase the sales
1. Monitoring the stock.  Display of the items
1. Costumer service
 Feb 2008- Jan 2011	Fish & Chicks		              Beirut Mall
Assistant Manager
1. Handle Cash + Daily Reports Opening & Closing + Assuring hygiene of Food & Beverages. Daily banking + updating files + Pay roll of the stuff and annual leave

	Education record

	
	
1. 2009-2011: Beirut Arab University, Faculty of Health Science, Nutrition Undergraduate
1. 2007-2009: Lebanese University, Faculty of Business, Business Administration Undergraduate



	languages

	
	Arabic mother tongue with high standard of spoken and written English 

	Computer Skills

	
	Windows, Word, Excel, Access, Power Point, Outlook, Lotus, VBC, Retail Total Solution, Internet, & Social Media 

	PERSONAL INFORMATION
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	Nationality:	              Lebanese
Date & Place of Birth:	27 Oct 89 Wandsworth – London - UK
Marital Status: 	             Married
Driving license:               Valid 

	Interests

	
	Jogging

	References

	
	Mme Jocelyne Khoury / HR Manager 03277771
Mrs. Diala Kassab / HR Manager 03003799
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