Curriculum Vitae


Objective
I am seeking a full-time position in an environment that offers a greater challenge and the opportunity to help the company advance efficiently and productively.
Personal Details
Roba Ayoub
Beirut, Lebanon
Date of birth: 25/09/1996
Phone: +961-76-858829
E-mail: roba_ayoub96@hotmail.com

Education
Master’s degree in Entrepreneurship and New Technologies 
Saint Joseph University-Beirut campus (USJ)
Faculty of Business & Management
2017—2019                                                 

Bachelor’s degree in Business Administration & Management 
Saint Joseph University- Saida campus (USJ)
Faculty of Business & Management 
2014—2017               

High school Diploma 
Antonine Sisters
Degree in economics and sociology
Lebanese Bac2 
2008—2013                

Professional experience 
Chami Custom Clearance (August 2021 – Present)

Declaration Officer:
· Review clients’ documents and follow up their shipments.
· Communicate with clients and shipping agencies to provide accurate responses to queries.
· Register customs declaration for export and import shipments on NAJM system.
· Prepare necessary clearance documents for the declaration process.
· Ensure accurate and timely completion of customs declarations.

HR and Admin Officer
· Monitor staff performance and attendance.
· Update HR database with relevant information.
· Schedule job interviews and facilitate the recruitment of new staff.
· Assist in payroll management, preparation and payment.
· Address employee inquiries and provide requested information.
· Prepare reports and presentations for internal communications.
United Nations- Economic and Social Commission for Western Asia (UNESCWA) (March 2020 - December 2020)

Research Assistant:

· Research, extract, and compile basic information and technical data on specific topics.
· Monitor development/issues on assigned subjects by collecting, analyzing and compiling materials.
· Assemble original statistical material and load data into computerized database system.
· Evaluate and examine data sets for accuracy, clarity and validity.
· Maintain relevant computerized databases.
· Prepare reports, presentations, tables, lists, graphs, charts and/or diagrams.
· Prepare portal’s content and design display.
· Assist in the preparation concept notes, meeting reports, project documents, and summaries.
· Support administrative and logistical arrangements for project activities.

Rifai (September 2019- February 2020)

HR Officer:

· Edit human resources communications content, including announcements, presentations, policies, forms, and job descriptions.
· Address employee inquiries, referring issues to the appropriate resource when necessary.
· Inform job applicants about job details, benefits, schedules, and promotion opportunities.
· Handle employment relations issues, such as work complaints.
· Process payroll and track vacation and sick time in the system.
· Manage foreign staff legal documents, including passport issuance, renewals, residencies, work permits, and insurance plans.
· Handle employee health card renewals and schedule necessary medical exams.

AYOUB Trading and General Services (February 2018- August 2019)            
Administrative Officer:
· Maintain and update internal databases.
· Address queries from employees and clients.
· Resolve customer complaints.
· Prepare reports and presentations.
Teleperformance (June 2017- August 2017) (Customer Service Training, TOUCH Service Center)

FNB Bank (July 2016 –September 2016) (Teller and Customer Service Officer Training)

Personal Skills
· Languages: Arabic (Native), French (Fluent), English (Excellent)
· Computer Skills: Microsoft Office (Word, Excel, PowerPoint), Navision.

Activities
Sports, swimming and traveling. 

References 
Available on request.
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