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Experience
August 2016 – December 2021 City Centre Property Management, Halifax, Nova Scotia, Canada.
Customer Service Officer
· Maintaining a positive, empathetic, and professional attitude toward tenants at all times.
· Responding promptly to tenant inquiries.
· Communicating with tenants through various channels.
· Acknowledging and resolving tenant complaints
· Processing forms, applications, and requests.
· Keeping records of tenant interactions, transactions, comments, and complaints.
· Communicating and coordinating with building managers as necessary to best serve the tenants.
· Collecting rent and other fees from tenants.
· Maintaining records of received/due tenants’ rents.
· Managing deposits and reconciliations.
· Guiding potential clients through the renting/buying of properties.
· Searching for properties that match the client's specifications like price and square footage.
· Taking clients on property tours and attending open houses.
· Maintaining and updating listings of the company’s available properties.

Education
September 2010 – August 2015 University of Balamand, Koura, Lebanon
Bachelor of Science in Mechanical Engineering

July 2010 Collège Des Filles De La Charité Dar-En-Nour, Koura, Lebanon.
Lebanese Baccalaureate – General Sciences


skills
Computer Skills 
Microsoft office, QuickBooks, AutoCAD, MATLAB

Languages
· English: full professional proficiency
· French: full professional proficiency
· Arabic: Native
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