Majeda Abbouchi
Address: Mazraa, Beirut, Lebanon
Mobile: 71-216108
Email: majeda.abbouchi@gmail.com
LinkedIn profile: https://www.linkedin.com/in/majeda-abbouchi/

WORK EXPERIENCE
Front Office Agent at Gefinor Rotana, Beirut (September 2015 – Present)
· Maintaining an updated record of guest profiles
· Receiving internal and external calls according to company standards
· Responding to guest complaints in a timely and professional manner
· Securing and processing payments 
· Organizing hand-over responsibilities and necessary reports of the day
· Cooperating and coordinating with other departments to ensure guest satisfaction 
Student Assistant in the Humanities Department at LAU, Beirut (Fall 2013 – Spring 2015)
· Completed data entry and preparing paperwork related to administrative matters
· Fielded telephone calls and communicating with other departments and students via e-mail
· Reviewed assignments and implementing scoring mechanisms
· Proofread articles assigned by the supervisor 
· Performed inventory checks and maintaining office supplies 

Student Assistant at the Post Office at LAU, Beirut (Fall 2012 – Spring 2013)
· Sorted and delivered mail between departments in a timely manner
INTERNSHIPS (certificate available upon request)
Front Office Agent at Golden Tulip Serenada Hotel in Hamra, Beirut (June 2014 – November 2014)
EDUCATION
Bachelor of Science in Hospitality and Tourism Management at Lebanese American University, Beirut (2012 - 2015)
SKILLS AND QUALIFICATIONS
· Professional: Microsoft Word, Excel, PowerPoint, Outlook, Micros
· [bookmark: _GoBack]Personal: Friendly, enthusiastic to learn, organized, able to work individually or in a group, adaptable and resilient under pressure
· Languages: Native Arabic speaker, fluent in English and French
References available upon request
