PERSONAL INFORMATION
Name: L. Roula Harfouche 
Telephone No.: 70999418
E-mail Address: roula_harfoush@hotmail.com

EDUCATION
Fall 2012       Bachelors of Business Administration in Management        University of Dubai     Dubai/ UAE	

Fall 2007       Associate degree in Business Studies                    American College of Dubai      Dubai/ UAE

2005-2006   AS Level in Mathematics, Accounting & Business Studies        Westminster Sch.    Dubai/ UAE


PROFESSIONAL EXPERIENCE

Social Media Coordinator (Temp)                                                                      Apr 2020 – Present
Cosmoholics (Remote)

Responsibilities
· Supervise social media accounts – Facebook and Instagram
· Monitor and respond to comments and direct messages in a timely manner
· Assist in processing orders on daily basis and ensuring customer satisfaction
· Assist in creation and editing of written, video and photo content.
· Close attention to detail


Administrative Assistant                                                                                  Sep 2018 – Feb 2020  
AlJawad Trading, Nabatieh, LB

Responsibilities
· Handled front-desk / cashier operations. 
· Managed POS system: data-entry of items' description, prices, inventory and supplier details
· Ensured adequate record keeping to maintain proper stock levels and monitor inventory 
· Received items from suppliers and supervised unloading and shelving
· Managed stock-related duties including pricing, labeling and returning items
· Achieved Multitasking, Organization, Coordination, Negotiation and Time Management skills


Media coordinator 							                          April 2013 – Feb 2015
Al Tayer Group, Dubai, UAE

Responsibilities
· Liaise with clients to advise them on details of the media plans i.e. publishing date, publication and visual advertised for 
· Prepare media specification sheet, request and dispatch artwork from principles to send it to Media Houses
· Monitor and validate with buyers the appearance of various clients’ advertisements in newspapers, magazines, radio and outdoor for quality check and adherence to advertisement release guidelines
· Ensure appropriate storage of the advertising material and coordinate for the reproduction of the same as and when required
· Support buyers in admin tasks and client invoices
· Issue monthly invoicing reports





Property Management administrator 			                                  July 2012 – March 2013     
Asteco Property Management, Dubai, UAE     

Responsibilities 
· Ensuring that all operating procedures for the property runs efficiently, including security and emergency procedures
· Maintaining good public relations with clients, owners and tenants.
· Contacting and dealing with services subcontractors such as security, maintenance.
· Monitoring and managing all on-site staff
· Supporting and handling Owners’ Association Department

Administrative and Secretarial Functions
· Prepare Notices, Communications and Correspondence
· Database creation and management
· Recordkeeping
Financial Management
· Issuing Service Charge invoices
· Arrears Management
· Prepare and issue Clearance Certificates
· Financial Reports and Statements

Customer Management/ Marketing coordinator 	                                     July 2011 – July 2012 
Asteco Property Management, Dubai, UAE       

Responsibilities 
· Coordination between suppliers and clients to ensure a smooth advertising process 
· Prepared LPO’s and handled invoices 
· Update and maintain the Marketing Budget.
· Assisted sales and leasing department by increasing client satisfaction and decreasing customer complaints 
· Member of a proactive team that contributed to the overall success of the individual departments and the organization as a whole 

Receptionist / Customer Management Coordinator 		                         Sep 2009 – June 2011 
Asteco Property Management, Dubai, UAE     
  
Responsibilities 
· Manned the reception, handled administrative responsibilities and managed logistics – collections and deliveries
· Handled phone and virtual enquiries and complaints 
· Created a friendly environment at the front desk
· Maintained a smooth flow of logistics

Additional Experience
· Worked as a promoter in GITEX for HP laptops and Samsung mobiles 
· Attended events and campaigns conducted by Dubai Cares Charity Organization 
 

COMPUTER SKILLS
Excellent knowledge of Windows, MS-Word, Excel, PowerPoint & HTML. 

LANGUAGES
Arabic: Excellent
English: Excellent 
