	Dania Toufaily
	Deirqoubel Main Street
Choueifat, Lebanon (961) 76717199
danyatoufaily8@gmail.com


OBJECTIVE
To obtain a position that will enable me to use a professional background, interpersonal skills, and skills for achieving the company’s goals in the best possible ways.
EXPERIENCE
RAY, Baalbak —Administrative Assistant
January 2021 - August 2021
· Answer and direct phone calls.
· Organize and schedule appointments and meetings.
· Maintain contact lists.
· Develop and maintain a filing system.
· Order supplies.
· Provide general support to visitors.
· Provide information by answering questions and requests.
· Carry out administrative duties such as filing, typing, copying, binding, scanning, etc.
· Write letters and emails on behalf of others 
· Conduct data entry.

SKILLS
 Computer skills proficient knowledge of MS Excel, MS Word, MS PowerPoint, Internet browsing and applications. Proficient in social media.
 Excellent writing, research, and problem- solving skills.
 Ability to work in a team and to work under pressure.
 Ease of establishing excellent working relationships.
LANGUAGES
Proficient in Arabic writing, reading, and communicating.
Proficient in English writing, reading, and communicating.
Intermediate	in	German communication.

EDUCATION
Lebanese University, Dekwaneh — Undergraduate
MONTH 2021 - PRESENT
Majoring in Chinese
Georges Massoud High School, Bchamoun
GRADUATION DATE 2019
High School Degree SE.
REFERENCES
All references are available upon request.
