Rana Yehya
Address: Beirut, Lebanon
Email: ranayehya21@gmail.com | Phone Number: +961 76 088 459
LinkedIn: https://www.linkedin.com/in/rana-yehya-ba151923b 
SUMMARY
Management Information Systems (MIS) graduate with hands-on experience in data analysis, data visualization, and business operations. Skilled in Power BI, Excel, MySQL, Tableau, and Odoo, with training in Data Analysis, Business Analysis, and SEO. Currently working as a Data Entry Specialist at Blinky, ensuring data accuracy and supporting operational processes. Organized, analytical, and detail-oriented, seeking opportunities in Business Analysis, Data Analytics, Data Visualization, or Systems Analysis.

PROFESSIONAL EXPERIENCE
Data Entry Specialist /Call Center| Blinky, Verdun (Present)

• Managed and maintained restaurant, menu, pricing, and promotional data, ensuring accuracy and consistency across the platform.
• Performed data validation and quality checks to identify and correct discrepancies.
• Coordinated with the call center to follow up on customer orders, ensuring timely delivery and resolving order-related issues.
• Maintained and updated order tracking data and operational reports using Microsoft Excel.
• Coordinated with internal teams and partners to ensure timely and accurate data updates.
• Utilized Microsoft Excel and data management tools to organize, analyze, and maintain large datasets.

Administrative Assistant & Call Center/ Event Planner | Assaha, Lebanon (2025)

· Coordinated business processes and internal operations, managing official correspondence from Al Mabarat and routing communications to relevant departments
· Managed email communications, call center operations, and claims handling, ensuring accurate follow-up and timely resolution
· Prepared and distributed formal communications and emails reflecting managerial decisions across teams
· Supported event and wedding planning, handling scheduling, vendor coordination, and logistical execution
· Utilized Odoo ERP for administrative task management, data entry, reporting, and workflow tracking, contributing to improved operational efficiency

 Content Researcher for a B2B magazine | One World Magazine (2025)

· Conducting in-depth research and developing content across multiple sectors including engineering, construction, water, and food industries.
· Identified industry trends, market insights, and emerging topics, translating complex information into clear, structured written content.
· Wrote and edited articles, research-based pieces, and industry briefs aligned with editorial standards and business audiences.
· Coordinated email communications with editors and article contributors, managing submissions, revisions, and publishing timelines.


Private Homeschool Teacher | Lebanon (2024/2025)

· Delivered customized lessons in Math, English, and Science
· Created instructional materials and tracked student progress
· Maintained parent communication and academic reports



EDUCATION
Bachelor of Business in Management Information Systems
Al Maaref University Beirut, Lebanon 
Dean’s List (3 times)
Relevant Courses: Systems Analysis & Design, ERP, Database Management, Business Intelligence, Programming I & II
Senior project: 
Down Syndrome Specialized Center Information System 
- Developed a C# desktop application with SQL backend
- Managed patient profiles, invoicing, and scheduling features
- Implemented clean UI and backend logic for healthcare use


INTERNSHIP EXPERIENCE
Data Science & Backend Intern | Mentis Company (Remote) 
- Designed RESTful APIs using Flask
- Managed MongoDB data pipelines and queries
- Built dashboards using amCharts for data visualization
- Collaborated with cross-functional teams in Agile sprints
- Gained experience in data workflows, deployment, and project delivery

CERTIFICATES
· Gained a badge for completing Data Analysis and Dashboard Building Using Excel and Power BI, a 20 hr professional program offered by Lebanese American University ACE. 
· Certificate foe completing SEO propaths mentorship program in SEO and Web Development
