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Skills:
· Resolving errors
· Protecting information
· Interpersonal communications
· Certified Microsoft Office Specialist
· Mail management
· Transmitting files
· Database entry
· Customer service orientation
· Meeting logs management
· Administrative operations

Skills of Education:
· Elementary education
· Test preparation
· Documentation
· Friendly and personable
· Confidence building
· Homework assistance
· Student motivation
Objective
Seeking a position associated with a Company where I can utilize my skills and gain further experience while enhancing the company’s productivity and reputation
 
Languages:
· Arabic
· English
· French
Computer Skills:
     • Microsoft Word
     • Microsoft Excel
     • PowerPoint
     • Outlook

Personality and Character:
      •     Self-motivated
· Can work effectively under pressure
· Fast learner
Hobbies:
      •	Swimming
      •	Sports
      •	Travel
      •	Dance      
      •	Music
	
	
Dedicated and driven Senior Administrative Assistant bringing top strengths in balancing multiple responsibilities, communication and organizing workflows gained during 5+ years in field. Adept at producing reports and letters, routing packages and updating tracking documents. Customer-focused and results-oriented.
Education
· 2011- 2014 – Bachelor Degree in Sociology 
            Lebanese University
            Beirut -Lebanon.

· 2007- 2011 – Lebanese Baccalaureate Degree in Sociology & Economic 
      Alama Sobhi Mahmasani High School-Beirut-Lebanon
Work Experience
· Assistant Manager -Metlife (Insurance Company)
[bookmark: _GoBack]March 2016 to Current - Beirut - Lebanon
            ,
· Improved customer satisfaction and sales by working with store manager and colleagues.
· Interviewed and hired team members which demonstrated dedication and added value to team.
· Made copies, sent faxes and handled all incoming and outgoing correspondence.
· Planned meetings and prepared conference rooms.
· Drove client feedback to deliver information to management for corrective action.
· Answered phones and performed clerical office functions.
· Walked visitors to appropriate staff member or meeting location.

· Private Home Tutor 
January 2017 to Current
Beirut-Lebanon  

•Utilized technology in tutoring sessions to diversify and enhance learning.
•Fully supported students who could not attend school with complete instructional assistance.
•Identified and removed obstacles keeping students from learning, helping to effectively complete homework tasks on time.
•Met with parents to discuss students progress and review areas requiring improvement.
•Scheduled tutoring sessions to help students improve grades and gain better grasp course material. 

· Customer Service Officer – Goodies
November 2012 to ‎June 2016 - Beirut-Lebanon,
· Maintained excellent team relationships by helping others during complicated or difficult customer calls.
· Provided a friendly, helpful and proactive approach when answering customer queries and dealing with complaints.
· Recommended, selected and helped locate merchandise based on customer needs and desires.
· Managed client marketing strategies and product promotion campaigns.
· Retail Shop Assistant - House of bags
July 2010 to ‎September 2011- Beirut, Lebanon,
· Welcomed customers in a warm and friendly manner as they entered the store.
· Helped customers locate items they needed.
· Assisted customers, employees and managers with questions regarding stock, inventory and supplies.
· Maintained necessary inventory levels and facilitated ordering of products from suppliers.,




image1.png




image2.png




image3.png




image4.png




image5.png




image6.svg
  
.MsftOfcThm_Accent6_lumMod_20_lumOff_80_Fill {
 fill:#EAE8E8; 
}

  


