Jana Khamis	Hadath Baabda, Lebanon janakhamis321@gmail.com +961 70 515 969
Objective

Seeking for a position revolving around information management in a highly reputable company where I can apply my knowledge and experience for the benefit of the company. This position will help me to achieve my desire of growth and development. 
Education

Haigazian University, Beirut, Lebanon									2018 – Present
· Currently working on a Bachelor Degree in Management Information System (MIS).
· Degree expected in July 2022.

Lebanese Evangelical School for Boys and Girls, Beirut, Lebanon					2006 – 2018
· High School Diploma (A-Levels).
Experience

Haigazian University	Beirut, Lebanon
Managing Information Assistant									Sep 2018-Mar 2020
· Responsible for managing incoming calls, dealing with questions efficiently and effectively, and transferring calls to the required person.
· Receive and deliver documents from departments.

Skill Highlights

· Organizational Skills 
· Management Skills 
· Technical Skills 
· Communication Skills 
· Analytical Skills 

Certificates & Awards

Maharat Min Google Fundamentals of Digital Marketing 						December 2020
Issued by Google https://storage.googleapis.com/maharat-certificates/Maharat_Dec_2/55.jpg

Dean’s List, Beirut, Lebanon 									Spring 2019 – Fall 2021
	Issued by Haigazian University
[bookmark: _GoBack]
Key Skills

· Languages: English (fluent), Arabic (fluent), and Italian (basic).
· Data Management: Relational Databases (MySQL).
· Programming Languages: Java and Python.
· Networking Essentials: Microsoft Office Visio, Wireshark Packet Capture, and Active Directory.
· Business: Accounting, Marketing, and Finance. 
