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Experience
	Teller – OMT S.A.L 
2022- Till now
· [bookmark: _GoBack]Skilled at receiving and processing banking transactions.
· Strong mathematical skills.
· Attention to detail.
· Knowledge of proper cash handling procedures.
· Ledger balancing.
· Balance allocation.
· Cash drawer maintenance.
· Loan processing.


Executive Administrative Assistant -Gutenberg grafische machines
2020-2022
•	Ability to multitask and prioritise tasks.
•	Excellent time management skills.
•	Well-developed organisational skills.
•	Attention to detail.
•	Great verbal and written communication skills.
•	Professional discretion.
Accountant Assistant – port Beirut
2019 till 2020
•	Strong written and oral communication.
•	Organization and attention to detail.
•	Analytical and problem solving skills.
•	Time management.
•	Systems analysis.
•	Mathematical and deductive reasoning.
•	Critical thinking.
•	Active learning.
Social Affairs Center Secretary- Social Assistant
2018–2019
 
•	answering calls, taking messages and handling correspondence.
•	maintaining diaries and arranging appointments.
•	typing, preparing and collating reports.
•	filing.
•	organizing and servicing meetings (producing agendas and taking minutes)
•	managing databases.
•	prioritizing workloads.


	


Education
	Sagesse University
2017 – till now
Business- accounting
Rosaire Mountazah 
 Graduated 2017
Economic Science 

	


Skills
	Ability to multitask and prioritise tasks.
•	Excellent time management skills.
•	Well-developed organisational skills.
•	Attention to detail.
•	Great verbal and written communication skills.
•	Professional discretion.
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