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CURRICULAM VITAE
PERSONAL DETAILS:
· Full name: Nour Sobhi Al-Armaly 
· Date of Birth : 04/08/1991 
· Nationality : Lebanese 
· Address : Beirut-Bchara El Khoury ( Saad. Street) 
· Marital Status : Married
· Mobile :  +961 76 738906
· Email :    armalynour@gmail.com
EDUCATION:
· 2010-2011: Lebanese Baccalaureate – Sociology and Economics – Rene Mouawad High School
· 2011-2013: English literature and translation (Lebanese University)
· 2013-2014: Tourism and Hotel Management (Lebanese University)
COMPUTER SKILLS:
· Word Processing, Graphics, Multi-media 
· Internet, Emails 
· Spread-sheets 
· Outlook, Excel , Office, Powerpoint
  WORK EXPERIENCE:
· June.2018 – till present:  CRM (Customer Service Manager + Accountant) – APPS ARABI OFFSHORE
· Meeting with agencies & clients (preparing offers)
· Customer service (problem solving/taking complaints…)
· Salary calculations for agents 
· Weekly & monthly reports (reporting to the CEO)
· Headhunting & recruitment 
· Scheduling appointments 
· Training agents
· Calculating salaries of the employees
· Recharges calculations
· Daily reports and submitting to the CEO
· [bookmark: _GoBack]Company payments 
In addition to my current position, I do some of the HR duties like interviews, payroll…

· Jan. 2018 – June.2018:   
 Administrative Assistant (Majzoub & Partners Auditors & Consultant Office)
· Preparing Offers & Proposals 
· Reporting to the GM & Senior Manager
· Preparing official papers for NSSF – MOF – MOE regarding (NSSF Clearance – NSSF Registration – NSSF Schedules– NSSF Payments–MOF Registration – VAT– Tax on salaries – R6 –R7– R8–R10 – Online Declaration–Alcohol Licenses–مباشرات عمل–توقيف عمل–تصريحات استخدام اجراء–تصريحات توقيف اجراء……)
· Doing & preparing مناقصات for the GM 
· Filing
· Preparing invoices
· Data/Invoices/Journal vouchers/Statement of accounts… entries on Dolphin & Silicon Systems
· Screening Received CV’s & Schedule interviews with candidates
· Preparing payroll & attendance for our office employees
· Preparing payroll of Ministry of economy & other companies
· June 2016 – Oct.2016:   
HR  & Administrative Assistant (FunkyTextile – BigDeals/Misspoem):
· Payroll, NSSF, Recruitment
· Reporting to the HR department and GM
· Taking appointments
· Performing administrative tasks (E-mails, phonecalls, faxes, filing …)
· Jan.2014-Apr.2016:     
HR Assistant & Consultant (JC Conseil/Recruitment Agency)
·   Payroll, NSSF, Recruitment
· Recruitment: CV Screening, Interview Procedure 
·  Handled HR administrative tasks, such as preparing employee contracts
· Preparation of reports, memos, letters and other documents	 
· Meeting clients, preparing recruitment offers
· Finding right candidates that fits the recruitment offers done.


· 2012-2014: 
Administrative assistant (Cinemacity Beirut souks)
· Helping the HR in most of the duties such as attendance, schedules, Payroll , Salaries…
· Making interviews, checking staff needs and customers’ needs.
· Reporting to the HR department and GM

·  Aug.2011-Apr.2012: 
 Administrative Assistant (Allianz SNA insurance company)
· Taking appointments
·  Following up insurance policies of clients with the sales department 
· Attending  meetings
· Staff needs 
· Feb.2010-apr.2011:  
Front office agent & then Administrative assistant  (LibanPost head office – Airport Road)
-  Taking customers Comments & compliments
-  Following up with customers about their transactions
-  Reporting to the GM of the call center
-  Performing administrative tasks ( E-mails, phonecalls, faxes, filing …)

Skills: 
· Smart, Creative, Confident, Practical, and have the ability to learn alone 
· Organizational, Self-Motivated, Analytical Mind 
· Ambitious, Knowledge acquiring, work hardly to meet deadlines 
· Have the ability to work under a great pressure 
Languages: 
· Arabic: Native language 
· English: Fluent-All read, written & spoken 
· French: Good- all read, written & spoken 

Note:  I can join immediately 
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