Carmen Majed
(+961) 70 635 541 - 	Beirut - Lebanon                   Email: carmenmajed@outlook.com
                                                                                Current Residency: Lebanon, Beirut

      EDUCATION 
	       BS       Notre Dame University, Lebanon                	        September 2012- June 2016
	                  Bachelors of Arts \ Advertising and Marketing

WORK EXPERIENCE 
Account Manager | Byggtema AB | Sweden 
Jan 2022 till Mar 2025
· Processed signed contracts and submitted detailed window orders to the fabrication factory.
· Monitored production timelines and coordinated with clients to schedule installations.
· Acted as liaison between clients and fabricators to ensure smooth communication.
· Managed transportation logistics and resolved delivery or installation issues.
· Handled client feedback and ensured all corrections and follow-ups were completed.

Sergeant / Administrator | Lebanese Armed Forces – Ministry of Defense | Lebanon
   March 2019 – September 2021
· Provided high-level administrative and operational support as part of the Army Commander's Protocol Team, managing confidential tasks and daily office functions.
· Coordinated official events and meetings with ambassadors and foreign military representatives on behalf of the Commander-in-Chief.
· Handled multilingual communication, drafted official correspondence, and maintained accurate records across all military divisions.

Account Manager | Map info | Lebanon 
  March 2019 – December 2020
· Negotiated and closed high-value contracts to boost revenue and profitability.
· Built and maintained strong client relationships through tailored solutions and responsive support.
· Led sales team recruitment, training, and performance development to align with business goals.
· Collaborated with senior management on operational policies and strategic initiatives.

Account Executive | BLU Solutions Ltd | Lebanon	                        
   Aug 2018 – Mar 2019
· Managed client accounts, ensuring responsive support and day-to-day service delivery.
· Led communication campaigns and promotional initiatives to boost client engagement.
· Handled procurement and logistics to ensure timely purchasing and deliveries.
· Oversaw back-office operations and administrative workflows for smooth execution.
· Coordinated with vendors on invoicing, sourcing, and deal negotiations.
· Prepared proposals and presentations, and delivered client staff training as needed

SKILL HIGHLIGHTS 	 
· Client Relationship Management & Communication – Skilled in building long-term client partnerships and handling multilingual (Arabic, English, French) correspondence and negotiations.
· Administrative & Operational Support – Strong experience in executive support, office administration, data management, and high-level event coordination.
· Sales & Contract Management – Proven ability to negotiate contracts, close deals, and lead sales teams to meet and exceed targets.
· Problem Solving & Decision Making – Practical, results-oriented approach to resolving issues, streamlining processes, and supporting strategic decisions.
· Project Coordination & Vendor Management – Effective in managing logistics, coordinating with vendors/suppliers, and ensuring timely delivery of services and solutions.

LANGUAGES BACKROUND
Arabic - Mother tongue  
English - Fluent 
Swedish - Fluent

EXTRACURRICULAR ACTIVITIES AND CERTIFICATIONS
	International Advertising Association- IAA, Lebanon	2016 
Certificate course in marketing communications 
	 Lens Business Solutions, Lebanon	 2023 
Certificate course in Ultimate Digital Marketing Course. 	 
   HarvardX by EDX, Online                                         				  2024 
Certificate course in Exercising Leadership: Foundational Principles.
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