Serene Shatila
Beirut, Lebanon |+961 78 864 329 | sereneshatila@hotmail.com
Objective

Seeking a challenging role in a reputable organization to enhance my skills for solving diverse business and technical problems that are suited for my qualifications.

Personal Profile

Date of Birth	 10th July 1997
Gender		 Female
Nationality	American
Marital Status	Single
Language 	English, Arabic
Education
Haigazian University, Beirut, Lebanon
Bachelors of Business Administration | January 2020
Majored in Management Information Systems
Work Experience
November 2020 - Present
IT Support Specialist | ICC Group (outsource to AUB) | Beirut, Lebanon
· Enhanced the data entry software for swift capturing on Teamdynamix
· Updated previous spreadsheets into the system’s software
· Analyzed advanced cases for different Microsoft systems
· Installed, configured and upgraded Microsoft systems
· Researched, diagnosed and troubleshoot to identify solution and resolved user issues
· Ensured proper recording and closure of all issues
· Prepared accurate and timely reports
· Provided prompt and accurate feedback to customers
April 2020 
Data Entry Intern | PharmaKlik | Beirut, Lebanon
Enhanced the data entry software for swift capturing
Updated previous spreadsheets into the system’s software
Supervised data entry management software
August 2019
Banking Intern | Byblos Bank | Beirut, Lebanon
Performed day to day banking duties
Recorded bank transfers, KYC, mortgage and personal loans
Conducted surveys for an effective customer service
Worked with colleagues to improve banking database system
July 2019
IT Intern | MindIT | Beirut, Lebanon
Developed Visual Basic applications using excel
Designed employee’s attendance excel sheet using the Import/Export tool
Proposed end to end IT solutions targeting specific sectors
September 2016 – June 2019
Computer Lab Technician | Haigazian University| Beirut, Lebanon
Performed computer troubleshooting including course specific software and hardware maintenance
Certifications
· Maharat min Google Fundamentals of Digital Marketing
· Microsoft Power Platform Fundamentals
Technical Skills
Related Course work:  Relational Database Management, Data Warehousing and Data Mining, System Analysis and Design of Information Systems, Accounting, Finance
Languages: Java, SQL, Visual Basic, HTML, CSS, JavaScript, JQuery, Python
Database: Access, Relational Databases
[bookmark: _GoBack]Software and Tools: MS Project, MS Visio, MS Excel, MS Word, MS Access, Visual Studio, SQL SMS, SPSS, .Net
Language Proficiency
English: Advanced
Arabic: Advanced
Volunteer Experience
May 2016-July 2018
IT Technician | Makhzoumi Foundation | Beirut, Lebanon
Installed the latest hardware and software for the organization
Performed administration tasks and office duties (filing, scanning, data entry)  
References
References available upon request
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