
	mira sawaf
Beirut · 71403122
mirasawaf99@gmail.com 

	Practiced at addressing all facets of business office needs, including file and document management, inventory allocation and technical training. Offering 3+ years of experience, excellent excel skills, while managing time between work and studying. 


Experience
	JUNE 2017 – pRESENT 
Assistant and Accountant, MOST For Trade And Contracting
· Provided multifaceted services to career professionals by running errands, managing mail, scheduling appointments and arranging transportation.
· Created and updated physical records and digital files to maintain current, accurate and compliant documentation.
· Performed general office duties, including answering multi-line phones, routing calls and messages and greeting visitors.
· Used excel to accurately manage over accounts.


Education
	September 2009 – JUNE 2017 
high school diploma, International School Of Sabis (ISC)

	SEPTEMBER 2017 – present
bba, American University Of Beirut (aub)
· Cumulative GPA: 80/100
· Recipient of the Elias Aractingi Scholarship 
· Recipient of the Dr. Osama Elansari Scholarship


Skills
	Bookkeeping
Accounting familiarity
Fluent English
	Data entry
[bookmark: _GoBack]MS Office Suite - Proficient
Fluent Arabic


Activities
· Volunteered in Al Makhzoumi Foundation 
· Volunteered at distributing iftar meals for the needy people
· Wrapped up Christmas gifts for the children 
· Volunteered in Ajialouna 
· Volunteered at distributing iftar meals for the needy people
· Tutoring 
· Helped out my colleagues in courses
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