Maya Barakat
Address: Beirut, Hadath Nasser building 2nd floor 
Phone: + 96181057055
Email: maya.Barakat@liu.edu.lb
	OBJECTIVE 
	Professional with competencies like good time-management and organizational skills, computer skills, financial researching skills. Seeking the position of an 'Administrative Coordinator' in a company where my expertise can be used to meet company goals and vision.


	WORK

EXPERIENCE
	Administrative Coordinator-Lebanese International University October 5th 2014-2022
Responsibilities:

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.
· Maintain electronic and hard copy filing system.
· Perform data entry and scan documents.
· Develop and update administrative systems to make them more efficient.

· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.

       Private Tutoring 
       University Instructor at the Lebanese International University February 2020-present
ENGL 201: Composition and research skills builds upon the skills acquired in pre-requisite courses to further develop students’ critical thinking and academic writing competencies.

Basic English Skills 051: aims at developing and integrating the four language skills: reading, listening, speaking and writing. The course instructs students in reading

and comprehending texts of different genres, using proper grammar and vocabulary in verbal and written communication, and developing critical thinking skills and other academic skills necessary for university level.



	EDUCATION


	 2015 - 2017
Masters of Education in Educational Management, Lebanese International University 
2014 - 2015
Teaching Diploma in Education, Lebanese International University/ GPA: 3.3/4
                                                                         2010-2013

BA in Teaching English as a Second Language, Lebanese International University 



	ADDITIONAL

SKILLS 
	•
Communication

•
Time Management

•
Teamwork

•
Creativity

•
strong interpersonal skills

•
demonstrated problem solving skills/ability to learn new things quickly



	REFERENCES 
	References available on request
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