Graziella Assaf
Beirut/Ain AL Remmaneh • +96179170158 •graziellaassaf5556@gmail.com

Objective
Detail‑oriented customer service assistant with experience in client relations and data management, looking to contribute to a shipping company by delivering excellent support, building trust with clients, and improving overall satisfaction.
Skills
· Software and Tools: 
· Proficient in Microsoft Office Suite (Word, Excel, PowerPoint) 
· Organization and communication: 
· Detail-oriented with strong multitasking capability 
·  Excellent time management skills 
· Effective written and verbal communication skills 
· Interpersonal and Sales:
· Collaborative and adaptable team player
· Customer service and sales 
Experience

Aug 2025 – presence
Remote Customer Service| Mada Theatre and Academi| Dekwene /Forn Chebbak
· Provide information about course content, schedules, and prices
· Schedule appointments for payments and in-person visit 
· Follow up with potential clients and answer questions 
· Coordinate with supervisors and team members to ensure workflow
July2024 – march2025
Data Entry | Ematco | Dekweneh
· Managed customer phone calls and recorded orders efficiently
· Maintained company database, ensuring up-to-date product and pricing records
· Monitored stock levels to prevent shortages
· Organized company documents and files for easy access
2023 – 2024
Freelance Broker | Fidelity Real Estate | Achrafie, Beirut
· Managed client relations and facilitated seamless communication between property owners
· Conducted investor research and analyzed property listings to identify opportunities
· Negotiated and closed deals, maximizing profitability
· Compiled detailed market activity reports to support business growth

Volunteer experience
2025-PRESENT
 Caritas| Baadba
· Participate in humanitarian and social service activities.
· Help organize events and collaborate effectively with team members.
Education
2021-2025
Bachelor's Degree in Business Management | Arab Open University | Badaro Branch
• Member of the Entrepreneurial Centre - Participated in innovation workshops and startups mentoring sessions
Language
Arabic: Native
English: Upper-Intermediate level (APTIS B2 Certification- Arab Open University,2025)





