
Razane N. Srouji
                        Dohat Aramoun, Beirut Lebanon
Landline: 05-80 20 63		Mobile: 70-87 87 62		Email: razan.srouji@hotmail.com

OBJECTIVE

Seeking an employment opportunity to gain a high quality of experience in the field of business and that best matches my qualifications / skills.
EDUCATION

Beirut Arab University (BAU)						Beirut, Lebanon	
Bachelor of Science Degree in Business Management			2014 –June, 2017 
CGPA:  3.17

European Lebanese School						Doha Aramoun, Lebanon
Lebanese Baccalaureate in Life Sciences (L.S)					2000 – 2014

PROFESSIONAL EXPERIENCE and TRAINING

[image: http://www.cplusservices.com/library/logo/2018---Cplus-Logo---Flat.png]13/11/2017 TO Present					Customer care officer 
· Handle Customer requests and process them.
· Coordinate with operational team for premises inspections and delivery of service.
· [bookmark: _GoBack]Prepare launching of new projects through coordinating with all departments.
· Prepare Bids, quotations and contracts.
· Gather Customer Feedback and Comments
· Receive Customer complaints and inform concerned department / Follow Up for results.
· Accompanying Operational Manager on the floor in Major Events (HORECA 201- BIFEX) 
· Assist HR Manager in CV Screening/ calling for interviews.
· Site visits and meeting with clients to resolve operational issues.
· Following up on cleaning machines maintenance and quotation seeking.
· Assigned as Quality coordinator to prepare for the ISO Certificate renewal (9001:2015) and successfully passed.
· Preparation of new process.
· Checking all process and forms are up-to-date and implemented.
· Scheduling and performing internal audit to all concerned departments.

[image: C:\Users\user\Desktop\untitled.png]01/09/2016 TO 13/11/2017   Customer Service agent at Touch Call Centre
· Receive and solve customer complaints, Assist them in their inquiries and transfer unsolvable cases to designated departments... 

[image: Image result for bank med]June 2016-juy 2016 (one month) - Internship
· Counter and Banking operations including financial transactions.
· Money Transfers
· Settlements of bills
· Issuance and checks clearance.
· Customer service and care
· Opening and closing banking accounts

[image: Image result for personal tutor] Personal Tutor for School Students (2014 till Present)







Computer skills & Competences:

· Microsoft office package (Excel, World and PowerPoint)
· Microsoft Visio (Prepare flow charts, Processes, Organizational charts...)
· Strong interpersonal and presentation skills,
· Ambitious and eager to learn and succeed
· Ability to work as a single or in a team
· Ability to work under pressure 

HOBBIES & INTEREST

· Social activities 
· Volunteering

PERSONAL INFORMATION

· Date and place of birth: Beirut, Lebanon on 1996
· Marital Status: Single		
· Languages: Fluent in Arabic and English
· Nationality: Lebanese

REFERENCES

· Available upon request.
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Transforming Passion into Excellence




