Personal details: 
· Name: Mohamed Saleh
· Address: Mar Maroun Street, Ein Al Remmaneh, Beirut, Lebanon.
· E-mail: Mohamedsaleh1194@gmail.com
· Mobile: +96170784749
· Date of Birth: Jan-1-1994 (32 years old)
· Nationality: Lebanese
· LinkedIn Profile 

About:
Results-driven Office Manager and Data Analyst with over 8 years of experience leading business operations, office administration, contact center management, and customer service. Passionate about optimizing processes, improving operational efficiency, and transforming data into actionable insights that support strategic decision-making.
Experienced in project management, administrative & facility management, workforce planning, performance reporting, budgeting, HR support, training & development, and team leadership. Proven ability to streamline workflows, enhance operational performance, and deliver measurable business results in fast-paced environments.
Certified in Data Analytics, AI Prompting, Project Management, Product Management, Team Leadership, and Digital Marketing through Google, Microsoft, and Great Learning. Proficient in Microsoft Excel, Microsoft Office, SAP, HubSpot, Magento, and TikTok Backstage.

Education and Qualifications:
Bachelor of Management Information System, Lebanese International University (2012 - 2016).

Certifications and Professional Development:
· Data Analytics - Google, 2025
Key skills: Data Cleaning, Data Preparation, SQL, Data Visualization, Spreadsheet Analysis (Excel).
View Credential

· Team Building and Leadership in Project Management - Microsoft, 2025
Key skills: Emotional Intelligence, Critical Thinking, Communication Strategies, Virtual Teams.
View Credential

· Project Management Fundamentals - Microsoft, 2025
Key skills: Project Management Life Cycle, Stakeholder Management, Risk Management.
View Credential

· AI Prompting Essentials - Google, 2025
Key skills: AI prompt engineering, generative AI applications, workflow optimization.
View Credential

· Product Management - Great Learning, 2024
Key skills: Product lifecycle management, roadmap planning, stakeholder communication.
View Credential
· Fundamentals of Digital Marketing - Google, 2023
Key skills: Digital marketing strategies, SEO, social media campaigns.
View Credential


Work Experience:
Office Manager, Pipa Media, Beirut (2024- Present)
· Office Management:
- Oversee daily office operations to ensure a productive work environment.
- Manage office supplies and inventory, ensuring timely procurement and availability.
- Coordinate maintenance and repairs of office equipment and facilities.
- Develop and implement office policies and procedures to enhance efficiency.

· Administrative Support:
- Provide administrative support to the executive team, including scheduling meetings, managing calendars, and handling correspondence.
- Prepare and edit reports, presentations, and other documents as needed.
- Manage travel arrangements and itineraries for staff and executives.

· Human Resources:
- Assist with onboarding new employees, including preparing workstations and conducting orientation sessions.
- Maintain employee records and manage HR-related documentation.
- Coordinate with HR to handle employee inquiries and facilitate communication between staff and management.

· Event Coordination:
- Plan and coordinate company events, meetings, and team-building activities.
- Manage logistics for conferences, workshops, and other company-related events.

· Financial Administration:
- Assist with budgeting and financial planning, including tracking expenses and preparing financial reports.
- Coordinate with the finance department to manage invoicing, payments, and payroll processes.

· Communication and Liaison:
- Act as the primary point of contact for internal and external communications.
- Liaise with vendors, clients, and partners to ensure effective communication and relationship management.

Floor Manager, Citruss TV - Call Center, Beirut (2019 - 2024)
· Schedule Management: Prepare monthly schedules for over 70 agents, ensuring adequate coverage and adherence to company policies and labor regulations.
· Sales Planning: Develop daily sales plans, including stock availability assessments, alternative offers, and bundle creation strategies to optimize sales opportunities.
· Communication and Reporting: Generate daily emails and reports covering various aspects such as call volume estimation, sales analysis, and performance metrics.
· Performance Monitoring: Maintain and improve the answering ratio, ensuring Call Center AN% target achievement on a daily basis through effective monitoring and adjustment strategies.
· Training and Development: Conduct training sessions, briefings, and coaching sessions for both new and existing agents to enhance their skills and knowledge.
· Floor Management: Oversee floor operations, providing support to agents and handling urgent cases to ensure smooth functioning of the Call Center.
· Target Achievement: Drive the team towards meeting Call Center targets including conversion ratio, sales revenue, quality parameters, agent attendance, and behavior standards.

Customer Care Representative, Citruss TV - Call Center, Beirut (2016 - 2019)
· Provided customer support and assistance to clients, resolving inquiries and complaints.

Data Entry Operator, OMT - Online Money Transfer, Beirut (2015 - 2016)
· Performed data entry tasks accurately and efficiently.

Kitchen Crew, Shake Shack Restaurant - M.H. Alshaya Co., Beirut City Center (2013 - 2014)
· Worked as part of a team to ensure efficient operations in a fast-paced environment.

Skills:
· Microsoft Office (Word/Excel/Power point)
· SAP
· HubSpot
· Magento
· TikTok Backstage

Languages:
· Arabic (native tongue) 
· English (Fluent)
