


Souad doueihy
Zouk Mosbeh | +9613916072 | souaddoueihy@gmail.com
Lebanese | Married | Birth date: march 1983
Objective
   To obtain a position of responsibility where my experience and qualities will be utilized in a business career opportunity as an active part of a stable company
Experience
BANK AUDI sal 
Head office | Beirut Down Town
Office Coordinator & Executive Assistant | Sept 2009 – May 2021
·  Office Coordinator to Corporate Banking department  | Follow office workflow procedures to ensure maximum efficiency, Maintain files and records with effective filing systems, Support teams with various  tasks (redirecting calls, disseminating correspondence, scheduling meetings etc.), Monitor office expenditures and handle all office contracts (rent, service, legal documents, IT follow up, communicate HR messages, communicate BDL reports to manager and team etc.), Perform basic bookkeeping activities and update the accounting system | Deal with customer complaints and issues,  Assist in vendor relationship management, also Monitor office supplies inventory, place orders and manage for all expenses with finance department.

· Executive assistant to Head of group corporate banking department |  responsible of managing the  communications of key Bank executives as well as schedules and meetings coordinations including prioritizing emails and phone calls, gathering documents to prepare for meetings and coordinating travel arrangements and basic follow up between bank and abroad entities, full support for business and personal tasks.

TSC ( The Sultan Center Retail) 
Executive Assistant to AGA manager | Nov 2007 – Sept 2009

· Executive assistant to general administrative affairs manager |  responsible of managing all administrative and legal affairs of the company ( ministry of finance , Daman, attorney of law, embassies, visas, ect.)
Mtc Touch Lebanon
Call Center and customer service agent
· Handles all incoming calls of clients calling Mtc TOUCH company for support
Education
BA in translation and Human Resources | USEK university – Kaslik Campus
Additional skills
· Application Experience in Microsoft Excel, Word, PowerPoint, Access, Outlook
· Good skills in Google suite, Zoom, Teams, Skype...
· Good Experience in ERP system, Oracle, people soft, Banking System
 
 Languages
Arabic: Native language.
English: Fluent spoken, written
French: Fluent spoken, written 

  
REFERENCES
Available Upon Request
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