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Mary Edmond KAADY 
Sin el Fil, Beirut, Lebanon
Telephone Home: 01- 257 351
Telephone Mobile: 70-731 496
Email :marielo-bello-23@hotmail.com




Marital Status: Single
Date of Birth:   23 June 1987 
Gender: Female
Present Nationality: Lebanese
Languages and Fluency Level: Arabic Native




  English Very Good





  French Very Good





  Spanish Fair


EDUCATION:
· Bachelor in Business Finance, AUST , Achrafieh, 2005-2009
· Bachelor in Fine Arts in Graphic design, AUST , Achrafieh, 2011-2014 
· Master Degree in Arts, Lebanese University, Furn Al Chebbak, 2020

WORK HISTORY:
· Coordinator Art Department and Public Relation, AUST, Achrafieh, Oct 2015 – February 2020
Assist with the supervision of the department staff, communicating and dealing with other departments, assisting students in registration and courses issues managing events, activities & exhibitions: estimated budget, needed materials (ensuring the material needs are met as needed), parties to connect with. Adhere to supervisor standard work. Writing articles for the university magazine, assisting and replacing teacher in courses, assisting in office work of the department.
· Operations Manager and marketing, Khoury Construction, Dekwaneh, 2016-2019. Continuously monitor and improve the working environment to ensure a safe workplace. Act as key contact for all the departments, ensuring the material needs are met as needed by the organization, overseeing the day-to-day activities, Receiving and sending important emails concerning the projects related to the company. Preparing and submitting reports to the GM. Marketing tasks such as sending and explaining about the products and projects of the company to clients and customers, manage day to day operations and take care of all needs as supplies, documentation, costs analysis, content creation and management of social media platforms.

· Event planner, Public Relation &Art director, Gallery “Muse Gallery”, Gemmayze, Oct 2015 – Nov 2016

      Planning and managing of all events in the Gallery, making posters for exhibitions using graphic softwares, liaising with artists and clients, dealing with enquiries from the public, ensure effective communication with stakeholders, manage exhibitions and visual merchandising tasks, managing social media platforms

· Project manager,  Swiss Consulting, Saifi, May 2011 – July 2014
Implementing and Defining Scope of work, planning and Sequencing, Review the condition of all material handling equipment verifying that they are safe to operate in coordination with accounting department, Time Estimation, Documentation, Risk Analysis, Benefits Realization, Handling the management part of Swiss companies and according the Switzerland system and rules, contact them by mail or by skype to resolve problems, direct relation with the main office in Switzerland. Doing reports.
· Controller, Masafat Int’l, Mar Mikhael, April 2010 – April 2011
     Management tasks such as controlling freight documents including customer service and contact with local and international suppliers. Accounting tasks (bank reconciliation, invoicing, receipts, payments...) 
· Art Teacher:

· NGO Numinds, from April 2019 

Teaching and training teenagers and youth on STEAM program which gives them a new way of thinking and self-development. Planning events and activities to reach our goal using STEAM enrichment program.
· Teacher, AUST, Achrafieh ,Oct 2014 – Sept 2019
Prepare lesson plans, resume and simplify chapters, put exams, teaching drawing, painting, sculpture
PROGRAM SKILLS: 

Microsoft Office: Word, Excel, Outlook, Powerpoint.


      
Adobe: Illustrator, Photoshop, After Effects, Indesign.
ACTIVITIES AND HOBBIES:

Reading, surfing web, writing, travel, hiking, painting, social media.
Former Volunteer in the Lebanese Red Cross, 103 branch, 2011-2013
REFERENCES:

Haibat Bawab
Advisor in AUST Achrafieh

71 208 864

Zeina Makki

Numinds NGO Country Manager
03 262 783
