Aya Hijazi
Saida, Lebanon 
Ayahij9815@gmail.com
 +96171385490



EDUCATION
Phoenicia University (PU) - Sarafand, Lebanon					     2016 – Jul 2020
Sciences of Business in Operations and Human Capital Management 
Key Courses: Accounting, marketing, management, finance, eng201,leadership, data science, advanced topic in Organizational behavioral and management, concentration issues in HRM, strategic management, Marketing communications and advertising 
 	Expected graduation date: July 2020
National Evangelical Institute for Girls & Boys (NEIGB) – Saida, Lebanon									 	2002- 2016
Lebanese Baccalaureate in Sociology and Economics
             
PROFESSIONAL EXPERIENCE
1 Café la Rose – Saida, Lebanon						        Jan 2016 –Dec 2016
Manager
It’s a Family Buisness where I Supervised the performance of the workers, and handled cash transactions.
2 Makhzoumi Foundation                                                                                   Jul 2018 – Oct 2018
Intern

 -Filling and Focal Points:

     I handled the filling and focal points of the employees missing papers for the Hr department.
 -Left Employees Filling Organization:
     Sorted the left employees files ( the reason they left and personal info).

-Scheduling Interviews:

      I also made in contact to schedule an interview with candidates for the openings.

  -Excel and Data Entrance:

      My responsibility was to fill new CV candidates information on the excel application and sort them, since its very important in the HR department.

 -Regret Letter

    I sent a formal template emails for people who weren’t accepted in the interview.

 -Preparing NSSF information Charts

    Via excel I learned to create the necessary charts to fill with the accurate NSSF data.

-Job Description Translation+ Preparation of Recruitment Policies and Procedures
  
   I was responsible to translate the job description from Arabic to English. In addition, as well I learned to do a policy and procedure sheet for the employees to sign.

3 Owner of a Cosmetic page                                                                              Sep19-present
Owner
I advertise, communicate and sell cosmetic products imported from the US and also a representative of Avon cosmetics .

4 Managing Three E commerce pages                                                           March20-present
Managing
I advertise, upload pictures, communicate with customers and offers.

5 Managing and Launching a Website in Dubai                                            Aug20-present
Managing/E Commerce/Customer Service
I am working for a jewellery  company that is launching it's website in Dubai My responsibilities are:
-Upload the pictures with details on the website.
-Track the orders from customers and contact the company in Dubai to send them with the delivery, and follow up with customers feedbacks.
-Social Media Account Manager as I advertise and upload pictures to boost the business.
EXTRACURRICULAR ACTIVITIES
Lebanese scouts- NEIGB								                   2005-2013
Leader
Led a team of 5 members, participated in several activities such as camps, and competed in several competitions.  
Club Mania- PU.                                                                                                              2017-2020
Participant
Organize events and activities in the university, and help throughout the event with the team.
SKILLS & INTERESTS
Linguistic Skills: Fluent in Arabic, English 
Computer Skills: MS-Office (Word, Excel, PPT)
Hobbies: swimming, spx makeup, watching movies.


References
Makhzoumi foundation: +961 70 124 267
La rose café: +961 3 953 505
Website Paparazzi Dubai: +961 3 591 639
The rest of the pages I own them
