MAY EL HAJJ
Personal Information
Date of Birth:

17.01.1983

Nationality
:
Lebanese

Marital Status:

Married
Home Address:
Chiah, Old Saida Road, Itani Building, 4th Floor

Telephone#:

71/578113
E-Mail Address:
mayoushelhajj@gmail.com
Objective:
To fulfill self-achievement for a better future.

Profile:
· Computer proficient with Microsoft Office
· A self – motivated
· Clear Communication & time management skills

· Patient, attentive and calm
· Able to work as part of group working team
· Ability to immediately understand clients needs and wants
· Able to work under pressure.

Academic Record
2005 - 2009

Business Administration System at AOU (Arab Open  

                               
University) Tayouneh– Beirut 

2000 – 2001

BT3 Commercial Science – Diploma & the Official 




one. YWCA College of Technology at Ain Mreisseh

· Beirut 

1998 – 2000

BT2 Commercial Science – Diploma

Sagesse College of Technology at Ain Al Remaneh – Beirut

Professional Experience:

2011 till present
Tenant Support ZRE SAL- Beirut Digital District- Bachoura 
2008 -2011

Personal Assistant at Al Arabia Press & Media -Almaraa Al Yaum 
2008 


Administrative Assistant DG Jones - Platinum Tower Site – Down Town 
2003 - 2008

Administrative Assistant at Amco International sal – Verdun – Ain Tineh

Responsible Duties
· Tenant Support Officer (direct contact with clients by handling all their requests from A to Z.
· Ability to Handle complaints, avoid arguments, keep your human contacts smooth and pleasant.
· Government related time consuming paper work: Phone applications at Ogero, Electricity Meter application at EDL, Ministry of Finance, Municipality, NSSF for clients.
· Event organizer (handling the booking and the setup of the events)
· Arranging meetings with suppliers, clients
· Purchasing furniture and materials for offices setup.

· Typing, drafting correspondence in English, French & Arabic.
· Organizing a filing system

· Conducting interviews.
· Enter finance data for accounting purposes using Dolphin & Excel
· BOQ’S, offers, inventories
Miscellaneous Skills
Languages:

Arabic, English & French (written, read & spoken)

Skills:


-    Computer: Microsoft Word, Excel, PowerPoint, 




     Outlook, PDF, Autocad.
· Internet excellent user

· Public relations, Excellent Interpersonal/ Communication skills

Hobbies:

Music & Sports.
References:
* Dr. Farah Keyrouz Director

 
 AOU (Arab Open University) 01 392 139
* Mrs. Ragheda Adas Haddad, YWCA Director, 

   College of Technology, Tel: 01 368019

