OlaBourji
Beirut, Lebanon
Personal Details:

	Date of Birth:       17 Jan 1991
	Driving License:       Lebanese

	Marital Status:     Single
	Mobile:                     +961 71-395742

	Address : Beirut , Ras el nabeh  
Nationality:  Lebanese
	Email:ola-bourji@hotmail.com



Objective:

Good position that helps me to improve my Interpersonal skills. 
Dedicate administrative professional with good customer service skills and extensive knowledge of bookkeeping procedures. Interest in opportunities in focusing on: sales, customer care, and office management.


Education:

· 2009 – 2013	BA -Business Management, 
AUL, Lebanon

· 2008 – 2009	EconomySociology, 
E.S.E.N, Lebanon

Training and Qualifications:

February 2016 – Present
Novo branch
 BANK AUDI ,Lebanon
                 Responsibilities:
· Explain to customers what the novo system is (Advisory Room).
· Help customers to open accounts, apply for loans and services (Audi Online – Audi Mobile, Pin pay) .
·  How to use ITM ( Interactive Teller Machine).





-5 Months
Compliance department
Al-Mawarid Bank, Lebanon

Responsibilities:	
· KYC Project (Know Your Customer);
· DNFS (Designated Naming Filtering System); and
· Detail lists.

-12 Months
Telemarketing department
BLOM Bank, Lebanon
Responsibilities:
· Fill Applications on work flow (Personal loans, Credit cards); 
· Follow up with customers and merchants; and 
· AS400. 

-7 Months
Insurance (sales agent)
MetLife ALICO, Lebanon
Responsibilities:
· Call potential clients to get data about their financial resources; 
· Meet people to discuss for them products (Life Insurance, Retirements plans, Savings& Education, Accident Insurance, and Health Insurance). 

-1Month
Teller & customer service:
Credit bank, Lebanon
Responsibilities:
· Helping the bank customers with their banking needs, such as depositing check, cash or making withdrawal.; and 
· Open new bank accounts according to rules and guidelines. 
· Apply for loans, credit cards 


Technical Areas of Expertise:

1. Microsoft Word
2. Microsoft Excel 
3. Microsoft PowerPoint
4. AS400 / MISYS Equation
5. DNFS: Designated Naming Filtering System

Additional Skills:

1. Good communication skills characterized by good writing and speaking skills. 
2. Ability to use the computer efficiently. 
3. I have good multi-tasking skills and am able to function under pressure. 
4. [bookmark: _GoBack]Teamwork being able to work with other people to achieve a common goal. 

Language Ability:
	
	Speaking
	Reading
	Writing

	· Arabic
	Native
	Native
	Native

	· English
	Good
	Fluent
	Good

	· French
	Fluent
	Fluent
	Fluent




Hobbies and Interests:

Reading., Traveling, Listen to Music .
