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Hala Ghoul
Customer Service Officer
At CITYMALL
Location:	Beirut, Lebanon 

Education:	BMIS, Business management information system 
 
Experience:	6 Years, 9 Months


CONTACT

Location: Beirut, Lebanon
Name: Hala Ghoul
Mobile Phone: +961.70134990
Country: Beirut, Lebanon
Email Address: hala.ghoul93@gmail.com


TARGET JOB

Target Job Title:
Administrative assistant 
Secretary
Front desk
Customer service,
Receptionist, 
Personal assistant/Officer

Career Level: Management
Target Job Location: Lebanon
Employment Type: Full Time Employee;
Notice Period: 1 month or less


PERSONAL INFORMATION

Birth Date 22 January 1993 
Gender Female
Nationality Lebanon
Residence Country Beirut, Lebanon
Name in Arabic حلا الغول
Marital Status Single
Driving License Issued From Lebanon



EXPERIENCE (6 YEARS, 9 MONTHS)
February 2016 – Present



Customer Service Officer
At CITYMALL
Location: Beirut, Lebanon
Company Industry: Retail/Wholesale
Job Role: Customer Service and Call Center (February 2015 - January 2016) 
· Handle all the incoming calls (call centre).
· Front desk
· Office and desk representative, (Office Manager) 
· Mall Guide, by helping the customer to get the direction and the right location of the stores 
· Fix all the problems which may happen with the customers.
· (Lost OR found, Complaints, announcing…). 
· Cover the Management Receptionist. ( CEO secretary, accounting assistant , PO, Invoices receiving from the suppliers, management call centre ) 
· Filing and archiving.
· Gift card ( Cashier , Data Entry , Files, Banks follow ups)  
· Complete the FORM of Tax Free to the Tourists visitor.
· Collecting the data for all the new events and promotions related to the mall, with the mission of the Data Entry.
· Marketing Support and events coordinators and promotions boost. 
· Sending emails, shop attendance reporter.
· Floor attendant/supervisor/ controller, if needed.


Senior Outdoor sales Representative
At Anaba3ref.com 
Location: Tripoli, Lebanon
Company Industry: Advertising
Job Role: Sales (March 2014 - December 2014)
· Visit all the stores in Tripoli, or in North regions to subscribe them in anab3ref.com online directory, and follow up the stores.
· Persuade and encourage the shops owners to register their shops in the directory.
· Complete the subscription directly, by logging in the website CRM and finishing all the subscription procedures 
· Data Entry and administrative office work. 



General Coordinator
At Alam decor
Location: Tripoli, Lebanon
Company Industry: Architecture
Job Role: Secretarial (February 2013 - November 2013)
· General coordinator
· Maintaining and organising the company filing system
· Sales person and sales officer 
· Preparing all the daily sales list
· Making a list of the missing contents, Stock keeper 
· Typing all necessary documents and correspondence as require
· Social media marketing on Facebook and Instagram




Promoter
At Promoter agency
Location: Beirut, Lebanon, Kuwait (3 months)
Company Industry: Marketing
Job Role: Marketing
· Promote some of household items and cosmetics-
· Selling women's clothing and accessories





Extra years of experience not listed above: 1 Years, 1 Months




EDUCATION
Diploma, BMIS (Ungraduate)
At Lebanese International University
Location: Tripoli, Lebanon



SPECIALTIES
Interior Design
Marketing
Services Sales
Personal Economic 
Certified Self-Development 









[bookmark: _GoBack]






SKILLS
Word, excel, PowerPoint
Level: (Intermediate)
Ability to marketing
Level: (Intermediate)
Writing article, poems
Level: (Intermediate)
Home decoration designing
Level: (Beginner)
Customer service professional and easy dealing
Level: (Expert)


LANGUAGES
Arabic 
Level: (Native)
French
Level: (Beginner)
English
Level: (Intermediate)
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