Arthur Chamoun
Address: Hazmieh, Mount Lebanon
Phone Number: +961-71-415028
E-mail Address: arthur.chamoun.777@hotmail.com

EDUCATION 
March 2022- Present                Université Antonine – UA                                            Baadba, Lebanon
                                                    Bachelor of Technology in Computer Science

August 2018- January 2022      Lebanese University                                                     Fanar, Lebanon  
                                                     Beginning of my undergraduate studies in a Bachelor of Science in
                                                     Computer Science 

September 2000- June 2018     Lycée Ashrafieh                                                             Beirut, Lebanon
                                                    Lebanese Baccalaureate

EXPERIENCE 

May 31, 2023- Present                 PharmaKey                                               Hazmieh, Lebanon
                                                          Position Held: Administrative Assistant
· Invoice Clerk (Proficiently processing incoming orders and accurately entering them into the system).
· Receipt Fulfillment Specialist (managed incoming payments, promptly reconciling accounts to maintain an organized and up-to-date financial record).
·     IT Supporter (updating and maintaining the company DNS).
·     Programmer (designed and implemented a proprietary program capable of efficiently extracting data from Excel spreadsheets and seamlessly populating the information into designated invoice sheets.

June 30, 2021- August 13th, 2021    Dent De Lait Summer Camp                     Beirut, Lebanon
                                                             Position held: Team Leader of the 5-6 age group in the   
                                                             2021’s summer camp of dent de lait at Wellspring   
                                                            Learning Community
· Responsible for ensuring the safety and well-being of my team.
· Leading specific activities such as art and crafts, sports and nature exploration
· Overseeing the implementation of camp programs and protocols
                                                             

September 2020- September 2021       Sakhon Nakhon Rajabhat University          Online
                                                            Position held: Remote Professor Assistantship 
· Researching internet sources.
· Track Student's attendance and class schedule.
· Recording grades using various MS
software: Outlook, OneDrive, Word, Excel, PowerPoint, OneNote, SharePoint and Teams.


June 2019- September 2019            Emile Rassam Clothing Company                   Beirut, Lebanon
                                                               Position held: Data Entry Specialist 
· Transcribing and Updating customer information into a tracking system. 
· Entering accounting records using Microsoft Excel Spreadsheet Software
· Scanning documents for digital files.
· Type information into a database.
· Maintain an organized field system. 


June 2015- Sept 2015                       Gala Catering                                         Hazmieh, Lebanon
June 2017- Sept 2017      	
                                                                Position held: Sous- Chef Caterer 
· Assist with the preparation of meal designs.
· Provide support with various tasks including live cooking, food preparation, and dish plating.
· Implement sanitation regulations and safety regulations.
                                                              
LEADERSHIP AND VOLUNTEERING EXPERIENCE

· Responsible of designing the brand logo mark of “Steph auto art vehicle detailing services.”
· Co-owner of Classic 961 (2022) a sales entrepreneurship page dedicated to selling and retailing classic cars.
· Volunteer at the Sts. Peter & Paul Church (Present)
· Active member from 2007 to 2015 in the Lebanese Scout Association.
· Student body representative throughout my secondary school year level.

PROJECTS ACCOMPLISHMENT/CERTIFICATES

· Earthquakes and Tremors: Post-Traumatic Stress or Post-Traumatic Growth? (2023)
· ADHD: From Procrastination to Productivity (2023)
· Hackathon régional sur la thématique de l'intelligence artificielle (2023)
· Manage Stress to Reach Success (2022)
· The Art and Strategies of Positive Thinking (2022)

SKILLS
Languages: Fluent in English, Arabic, and French (Writing, Reading and Speaking)
Soft Skills: Leadership, Communication, Team building, Organizational, Management, Public Speaking; Fast learner with a positive attitude, organized, accurate, and detail-oriented; willing to work in a challenging, dynamic environment; Good interpersonal skills.
