Reine Karim Kanj
 
Address: Beirut, Lebanon 
Phone: +961 81 762 224 
Email: reinekanj6@gmail.com   
Gender: Female
Date of Birth: 1st of September 1997 
Marital Status: Single 
 
 
Education
· Bachelor’s Degree in Business Administration at Haigazian University (Beirut, Hamra) 
· Lebanese Baccalaureate - Sociology and Economics at Amlieh High School (Beirut, Lebanon) 

Language
· English: Fluent 
· Arabic: Native 
· French: Basic  
 
Experience 
Junior Accountant at First National Bank Finance S.A.L 
April 2018 - May 2020
· Filing
· Document financial transactions by entering account information
· Provide technical support and advice on management
· Analyze balance sheets
· Manage general ledger accounts 
· Update financial statements
· Maintain accounts receivable and accounts payable 
· Data entry for financial reports


Sales Representative at L’OReine Jewelry  
January 2018-September 2018 
· Selling products and services using solid arguments to prospective customers
· Performing cost-benefit analyses of existing and potential customers
· Maintaining positive business relationships to ensure future sales

[bookmark: _GoBack]Personal Assistant, ROOT S.A.R.L
August 2016-May 2017  
· Devising and maintaining office systems, including data management and filing
· Screening phone calls, inquiries and requests, and handling them when appropriate
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager
· Producing documents, briefing papers, reports and presentations
 
Technical Skills  
· Professional Microsoft Office Skills, Professional Microsoft PowerPoint Skills and Advanced Microsoft Excel Skills 
· Basic Skills in Adobe Photoshop  
· Basic Skills in Video Production & Editing 
 
 
Competency & Interpersonal Skills 
· Time Management 
· Strong Communication Skills 
· Team Leadership 
· Ability to accept Constructive Feedback 
· Ability to work Under Pressure
· Critical Thinking & Problem Solving 
 
 
Activities 
· Certificate of participating in ADYAN foundation that works on valuing religious diversity in its conceptual and practical dimensions.  
· Certificate of participating in GC LAU Model United Nations Program 
· An active member of Al Makassed Volunteers (2011 – 2014) 
· Member of Haigazian’s Social Activities Club 
· Member of Haigazian’s Dancing Club 
