BOU DAHER Diana	
Lebanon, Araya, Orthodox Church Street
Tel +961 3 941202    Diana_boudaher@hotmail.com
Date of birth: 19/06/1986


EDUCATION
           
 
20015 - 2018     Saint Joseph University (USJ) - Beirut - Lebanon
Master’s Degree in Economics/ Specialty: Bank & Financial Markets


2004 - 2007	Saint Joseph University (USJ) - Beirut - Lebanon
Bachelor’s Degree in Economics 

2001 - 2004	Collège Melkart - Louaizé - Lebanon
French and Lebanese Economics & Sociology baccalaureate obtained with distinction

1991 – 2001	Lycée Francais – Khobar – Kingdom of Saudi Arabia
		French Brevet



EXPERIENCE

February 2015 – Present
MNJP GROUP - Lebanon	
                         Head of Operations and Back Office/ Forex Trading
· Back Office: daily data entry of forex trades, risk analysis, PnL calculation, reconciliation between bank’s statements and our database
· Middle Office: reconciliation between deals done and deals received, Managing expiries on daily basis, Margin Studies
· Front Office: Forex trading online, designing and suggesting trades


September 2014 – January 2015
HUMAN VALORIS - Lebanon
	Researcher/ Headhunting		
· Gathering information about job requirements, looking for potential candidates on LinkedIn, interviewing the most eligible ones, presenting complete profiles to the designated employers, following up with both candidate and employer until vacancy is filled.


July 2013 – December 2013
YOUSSEF AL KHAN CONTRACTING EST. - Saudi Arabia
                         Executive Personal Assistant
· Assist Contracting Supervisor with secretarial services: Preparing quotations and invoices, attending meetings and taking MOM, preparing financial excel reports, promotional materials, email correspondence, following up on outstanding payments.


August 2011 - June 2013 
SERVCORP PTE LTD. - Saudi Arabia
                         Personal Assistant/ Reception Relief
· Configure telephones - Cisco IP phones - and fax lines.
· Answer phone calls handling the clients’ enquiries.
· Assist clients with secretarial services: Preparing quotations, PowerPoint, presentations, financial excel reports, minutes of meetings, promotional materials, translating documents, providing IT support …



[bookmark: _GoBack]May 2008- October 2010
SOCIETE GENERALE DE BANQUE AU LIBAN (SGBL) - Lebanon
                         Teller (Front office)
· Did commercial transactions on the front office (withdrawals, checks, swifts...)
· Evaluated clients’ loan requests: examining mainly the financial profiles 
· Suggested products and services to clients in order to convince them take some loans

2003-2013	ECONOMICS AND MATH LESSONS FOR PARTICULARS - FREELANCE  


           


SKILLS AND ACTIVITIES

Languages	         	Arabic: Native language
	French: Fluent
			English: Fluent
			Spanish: well

Computer Skills           	MS Office (Word, Excel, Power Point)


Other Skills           	Social Media, Social Networking, Teamwork, Teaching, Multitasking
                                       Creative Writing, Translating, Negotiating, Communicative Skills

Hobbies                  	Traveling, learning new languages, reading, biking. 
			 



MEMBERSHIP

October 2017 – Present:
LSTA (Lebanese society of Technical Analaysts)




Reference is available upon request.
