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Bourj Hammoud, Beirut
Cell: 70-974238  
E-mail: Mhamad.hsn18@gmail.com

EDUCATION
Université Saint-Joseph de Beyrouth :

· [bookmark: _GoBack]Bachelor’s in Economic Sciences.                                                                    (2014 – 2020)

WORK EXPERIENCE

Employment at Give a Child a Toy Charity:    (June 2018 – February 2020, Zuqaq al-Blat)
   Administrative Coordinator

Providing administrative support, office management, junior accounting and special event organization.

Office and Administrative Support:
· Manage all general office operations.
· Liaise with headquarters in London to ensure smooth functioning of administrative and operational systems. 

Junior Accounting:

· Provide and coordinate financial information by maintaining and reconciling accounts and preparing expense reports.

Special Event Organization:
· Plan, organize and coordinate set-up of event materials, food and beverage catering, and any other supplies or equipment.
· Planning event from start to finish according to requirements and coming up with suggestions to enhance the event’s success.
· Preparing budgets and ensuring adherence.
Employment at Sip Café Beirut:                                          April – May 2018, Gemmayze

Personal Assistant

· Handeling all financial work for the owner. 
· Assisting with future projects (new branches and hotel) by researching and reporting.
· Making appointments, planning, organising and attending meetings alongside the owner.

Employment at ABC GROUP:                                       May 2017 – January 2018, Verdun

  Sales associate (Department stores)

· Consult with customers, present seasonal feedback for assigned brand.
· Completed trainings: Customer service, selling techniques, effective communication.

Internship at ZAWYA THOMSON REUTERS:                                              July 2016, Beirut

· Collected data on different companies in the MENA region through research and confirmation via telephone.

Internship at FRANSABANK SAL:                                              July - August 2015, Chiyah

· Operational Section: Cash deposits and withdrawals, checks operations, inward and outward transfers, forex transactions and Payment of bills.
· Commercial Section: Opening of accounts, Commercial loans, Consumer and housing loans, Letters of Guarantees.


QUALIFICATIONS

Languages: proficient in Arabic, English and French.
Computer skills: Experienced with: Eviews, Dreamweaver, MS Office.
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