Farah Dallah
Farahdallah222@gmail.com | +961 76887055 | Beirut, Lebanon
EDUCATION HISTORY
· Digital marketing                                                                   

· English courses 
WORK EXPERIENCE 
Secretary                                                                                                                           2019 till-2020
American university aubmc 
· Answer phone calls and redirect them when necessary
· Manage the daily/weekly/monthly agenda and arrange new meetings and appointments
· Prepare and disseminate correspondence, memos and forms
· File and update contact information of employees, customers, suppliers and external partners
· Support and facilitate the completion of regular reports
· Develop and maintain a filing system
· Check frequently the levels of office supplies and place appropriate orders
· Make travel arrangements
· Document expenses and hand in reports
· Undertake occasional receptionist Duties
                                                                                                                 
                                                                                       
Sales manager                                                                                                                           2021 till 2024
Sadek Majd   Design& fashion
·  Set sales goals, compare performance to goals, and adjust goals as needed
· Assess current team processes and procedures, identify opportunities for improvement, and implement them
· Develop individual quotas and assign territories for team members
· Provide detailed and accurate sales forecast

Social activities
In summer 2020 
Volunteer for early childhood education special case in american university aubmc

SKILLS AND QUALIFICATIONS
· Great Communication skills
· Team leading skills
· proven skills in sales 
· Problem solving skills
· Languages: Arabic and English
