Rola Harba Chrakieh 

Office & Tenant Assistant | Administrative & Customer Service Professional

Beirut, Lebanon
Phone: 78 825 765 
Email: rulashrakieh@gmail.com 


PROFESSIONAL SUMMARY

Organized and detail-oriented administrative and customer service professional with a Bachelor’s degree in Management and experience in customer service, accounting, data entry, documentation, and administrative operations. Skilled in handling customer inquiries and complaints, coordinating requests, processing invoices and documents, maintaining accurate records, and following up on tasks. Strong communication, organization, multitasking, and problem-solving skills with excellent knowledge of Microsoft Office.


PROFESSIONAL EXPERIENCE

Customer Service Specialist

Jamalouky NT – Lebanon
2022 – 2025

- Handled customer inquiries, requests, and complaints professionally.
- Communicated with customers through social media and other communication channels.
- Provided accurate information and assistance to customers.
- Followed up on customer requests and ensured timely responses.
- Coordinated orders and information between customers and the team.
- Handled customer concerns with a professional and solution-oriented approach.
- Managed multiple customer conversations and requests simultaneously.
- Maintained a positive and professional customer experience.

Accountant & Data Entry Specialist

Top Speed Delivery – Beirut, Lebanon
September 2019 – September 2025

- Maintained accurate financial, administrative, and operational records.
- Performed daily data entry and document management with high attention to detail.
- Processed invoices and financial documents and supported daily accounting operations.
- Coordinated documents and information between different teams.
- Followed up on pending requests, documents, and operational tasks.
- Assisted with reports and administrative documentation.
- Responded to internal and external inquiries professionally.
- Managed multiple tasks while meeting deadlines.
- Used Microsoft Word, Excel, and PowerPoint for documentation, data management, and reporting.


EDUCATION

Translation Studies

Lebanese International University (LIU)
2020 – 2023

Bachelor’s Degree in Management

Lebanese University
2014 – 2018


CORE SKILLS

- Administrative Support
- Customer & Tenant Support
- Front Desk Assistance
- Professional Communication
- Call & Message Handling
- Complaint Handling
- Request Follow-up
- Documentation & Record Keeping
- Invoice & Document Processing
- Data Entry & Reporting
- Microsoft Word
- Microsoft Excel
- Microsoft PowerPoint
- Task Coordination
- Organization & Time Management
- Multitasking
- Attention to Detail
- Problem Solving
- Customer Relationship Management
- Internal Team Coordination


LANGUAGES

Arabic: Native
English: Expert 
French: Expert
Spanish: Intermediate


PROFESSIONAL STRENGTHS

- Excellent communication and interpersonal skills
- Highly organized and detail-oriented
- Strong follow-up and coordination abilities
- Customer-focused and solution-oriented
- Able to multitask and prioritize responsibilities
- Professional and friendly manner
- Fast learner and adaptable to new systems
- Able to work independently and as part of a team

