Lea Harkous
Business Administration Graduate  
Address: Beirut, Lebanon| Phone: +961 76 832 167
Email: leaharkous13@hotmail.com | Nationality: Lebanese
LinkedIn: Lea Harkous
Summary
A dedicated and creative Business Administration Graduate with 1+ years of experience in the business and sales industries. Responsible for the effective and successful management of financial information, cash flow, quality control, and data entry. Effective leader who performs well in a collaborative environment with clients and coworkers. Adept at ensuring timely delivery of services and their technical feasibility.  Seeking to work in an environment that is conducive to my intellectual, professional, and personal growth, where I can contribute significantly to the growth of the team/organization with strong experience and expertise leading to success. 

Experience
Intern – 04/2023 to 06/2023 
Matrix Consultancy, Beirut, Lebanon	
· Received training in project data entry on Excel. 
· Collaborated in generating reports, charts and tables using Excel on the financial information and cash flow of projects. 
· Shadowed client meetings, allowing me to develop an understanding of client relations and their financial concerns. 
· Collaborated with the team to align content creation with company goals and brand image. 
· Developed engaging content and compelling posts, tailored specifically for LinkedIn and Instagram platforms, effectively conveying the company’s messages, and attracting the attention of the target audience.
· Assisted in the implementation of the in-depth’s analyses of the organization's policies and processes to ascertain the strengths and shortcomings.
· Worked closely with clients and team members, as well as participated in all team meetings, tracked schedules and deadlines and followed up on important tasks.
· Coordinated with the team to identify relevant innovative sustainable solutions to overcome any challenges.

Intern – 05/2022 to 07/2022
National Bank ok Kuwait, Beirut, Lebanon		
· Handled customer inquiries and supported clients in many banking requirements and transactions. Provided exceptional customer service and resolved all their concerns in real time.
· Assisted with check clearings and transfer transactions. Reported any anomalies to the management team while resolving them independently or collectively.
· Assisted in the quarterly financial reports such as balance sheets, income statements and other financial reports, while ensuring accuracy and timely delivery.
· Established connections with customers and offered them products and services that match their needs. 
· Performed maintenance on more than 30 customer accounts for banking information requirements and credit worthiness  purposes.
· Operated cross-functionally by helping the other departments in order to meet the client’s and organization’s needs. 
· Performed general administrative duties including revising reports, supporting operational procedures, arranging staff meetings, and organizing client database. 

Intern – 06/2018 to 08/2018
Ostaz, Beirut, Lebanon	
· Organized and supported the progress of the work with other employees while constantly monitoring and delivering value.
· Understood the business’ current process and requirements and integrating sets of data into frameworks used to develop practical solutions as well as technical assistance.
· Organized and assisted with the advertising of Ostaz which is a private tutoring platform that delivers personalized tutoring services. 
· Advertised SAT sessions offered by Ostaz and helped more than 20 registered students to ace the exam and exceed expectations. 
· Handled all customer inquiries and complaints and built strong relations with them.
Education
Bachelor’s Degree in Business Administration – Emphasis on Finance – 2023
American University of Beirut (AUB), Beirut, Lebanon
Dean’s Honor List

Extra-Curricular Activities
Member, AUB Business Society – 2023
Participant, Big 4 and After Competition – 2022 
Volunteer, AUB Commencement Exercises – 2022

Skills & Expertise
	· Leadership & Team Management
· Communication & Negotiations
· Problem Solving
· Strategic Planning
· Business Development 
· Adaptability 
· Customer Service
· Planning & Organization 
· Data Analysis

	· Time Management
· Decision Making
· Microsoft Office
· Emotional Intelligence 
· Lucid Chart 
· Visio
· Power BI
· Market Research
· Presentation Skills



Languages
Arabic: Native| English: Fluent |French: Fluent |Turkish: Beginner


