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Beirut, Lebanon, Tayyouneh Street, Saleh Building
+ (961) 70 864024
hassanrhayem.hr@gmail.com  



Career Objective

Seeking a new challenge and a move into the social media and digital marketing industry after recently studying and becoming a DMI Certified Digital Marketing Specialist - Social Media. I look forward to apply the knowledge I have gained in the process of acquiring the certificate and carrying forward the skills and experience I have gained by working in the banking sector, in my transition into the Social Media world in my next move. 


Experience

MEAB BANK                                                                 (Sep 2012 – Present)
                                                                                         Al-Tayyouneh, Beirut
Head teller

My role was to conduct transactions with speed, accuracy and efficiency while meeting or exceeding service quality standards. In addition to contributing to the growth of the bank by promoting and cross selling bank products and services.

· Receiving, paying out cash, handling negotiable items, loans payments, deposits, withdrawals and transfers.
· Dealing with set ups, closes and balances teller station.
· Recording sales of monetary instruments.
· Maintaining neat and well stocked teller area.
· Cross selling bank products and services.
· Following limits established for protection of customer accounts and bank safety and soundness.
· Adhering to bank policies and procedures.
· Assisting with proper scanning of bank documents and proofing work.
· Exercising judgement when applying holds and making cheque cashing decisions.
· Cross training to be available to open basic new consumer accounts.
· Performing all duties related to ATMs such as refilling, changing cassettes, and final ATM operations.
· Applying safe judgement on transferring the excess of cash to other branches and to the central bank.
· Following up on the list of checks by status of our customers.
· Following up on the list of accepted and returned checks.
· Handling inward and outward transfers.




Asia TV	                                                         (Jul 2009 – Aug 2012)
                                                                                             Jnah, Beirut

Accountant

My role was focused on ensuring financial data is kept up to date by booking and recording accounts and preparing the necessary reports. 

· Booking of non-trade related expenses.
· Responsible for daily report handling, tracking and query handling. 
· Booking office and studio petty cash expenses and reconciliation of the petty cash accounts.
· Office and TV petty cash handling and reconciliation.
· Cheque preparation/booking and tracking.
· Fixed Assets: creation, booking, disposal, depreciation and tagging.
· Capex Request (CAR) handling and preparation.
· Capex Tracking for projects.
· Monthly balance sheet reconciliations.
· Utilities for office and studios, booking/tracking and payment.
· Banking support- Credit card requests, deposit slips, etc.
· To measure progress on own KPIs.
· To monitor all allocated reports.
· Ensure adherence to the TV’s accounting policies and procedures.


Bazar Carpet Shop                                                      (Apr 2007 – Jun 2009)
                                                                                            Chiyyah, Beirut

Indoor Sales Executive & Customer Service Representative

My role mainly revolved around helping the shop maximize sales and ensure high levels of satisfaction amongst our clients. 

· Handling customers’ inquiries and problems.
· Following up on day-to-day sales operations and targets.
· Handling inquiries about available carpets and antiques for purchase.
· Taking prospects on tour around the shop and showing them the available collection of carpets and antiques.
· Negotiating prices and purchase deals with potential buyers.
· Advising and persuading the potential buyers to buy the products that are best suited for their needs and requirements.
· Arranging meetings on weekly basis with the shop owners to brief them on accomplished deals and sold products and a brief about the available stock in the shop, and current situation versus the set targets.


Education

Certified Digital Marketing Specialist - Social Media       (January 2021)
Ireland Dublin (Online course given via Morgan Int.)
  
BA in Management information system                            (July 2013)
Lebanese International University	                              Beirut, Lebanon

Completed TS1 in Electronics                                           (June 2006)
Bir Hassan technical institute				   Beirut, Lebanon


Completed TS2 in Electronics                                           (June 2007)
Bir Hassan technical institute				   Beirut, Lebanon

BT3 Diploma in Electronics                                               (July 2005)
Bir Hassan technical institute				   Beirut, Lebanon


Certificates

· 2 English courses                                                   (January 2013)
       American language center
· Lebanese financial regulations                          (February 2017)
       ESA business school
· Social media specialist certificate                   (January 2021) 
       Digital Marketing institute 


Computer Skills

Extracurricular Activities

· Microsoft Office-Word, Excel, PowerPoint, and Access.
· Internet and Windows OS.
· Advanced typing Skills.

· [bookmark: _GoBack]Football - Vice Captain of Lebanese International University's Football team
	 

Personal Vitae


· Date of Birth: 1st September, 1987
· Nationality: Lebanese
· Marital Status: Single
· Languages Known: English and Arabic
· Interests: Reading, Sports, Music, Movies


References


· Available upon request
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