Shaza 
Zouhairy
Corniche Al Mazraa , Barbour street, Beirut, Lebanon
  Born 29 October, 1989, Lebanese, Single
+96103 941084; zouhairy.shaza@live.com
Objective: 
 A very sociable and outgoing person, ensuring client satisfaction, aiming for new challenges, for what is new to learn, what is new to create, and seeking every opportunity to reach better goals. Ready to start a full-time job in a reputable and well known company, inside and outside Lebanon, in order to gain professional as well as personal experience and have a good career growth.
Education:


American University of Science and Technology (AUST), Achrafiyeh campus 
·  BA in Medical Laboratory (2008-2012)         

                       College Notre – Dame Mousseitbeh   
· Lebanese Baccalaureate- Life science.
Work Experience: 
          July 2017-Till Present:
         Financial control at Dream Aviation LTD & secretarial job
         Duties:
         ∙ Sending & reading emails
         ∙Prepares special reports by collecting, analyzing, and summarizing informations.
         ∙ reporting financial data.
         ∙Controlling the statement of account 
         ∙Summarizing & calculating the perdiem for the captains every month.

          ∙Filing 

          April 2017-Till June 2017:
          Executive Secretary at TLL Company (Emile Kanaan Law Firm)
           Duties:
∙         Sending & reading emails
∙         handling information requests.

∙         Receiving visitors.
∙         Writing Correspondence & doing Index to the files.

∙         Arranging conference calls, and scheduling meetings.
∙         Typing English, Arabic & French.

∙         Writing Regulations.

           November 2015 – March 2017:

           Company Hedgehog Post Production 
           Title: Secretary and Training for Media 

           Production / Post Production & Animation
     Duties :
· Secretary Job: Answering and transferring calls, Maintaining Diaries, Arranging Appointments, Taking Messages, Typing and Work Processing, organizing and servicing meetings, Managing Databases, Prioritizing Workloads, Handling Correspondence, Implementing New Procedures and Administrative systems, coordinating mail shots and similar publicity tasks… 

· Training for Media Production/ Post Production & Animation: managing the company’s website (Project/News and Design: www.hedgehog.ws ) & Facebook page (https://www.facebook.com/pages/Hedgehog-Post-Production/229308173798160?ref=ts&fref=ts), researches for the programs generic ideas, putting the tit-bits of a program and the associated videos then work with the editors on the episodes, check on the advertising DVDs and tapes before sending them to the Advertising .

April 2013 – November 2014: 

 Bar Tartine Restaurant 
Title: Waitress, Service Team Leader .

Duties: 
serving the customers , taking orders , taking feedback, resolve problems.
Identify the opportunities for the work development 

Create new ideas to increase the number of clients 

Assure safe and good food quality 

Make sure that the clients get an excellent service thanks to the team, according to the norms and values of the company 

Promote teamwork between servers, in collaboration with managers and chefs 

Maintain good communication between workers 

Prepare daily brief points to the servers, before work, which divides tasks in a motivating way 

Provide daily sales targets and goals, with incentives to reach them 

Prepare a weekly meeting with the team after work (debriefing) to summarize the strong and weak points which we have been through during the week 

Putting work strategies. 

Fill a daily evaluation sheet for each server 

A weekly "Bar Cost “excel sheet is filled to make a comparison between the cost of what was sold and what was used to prevent leakage. 

Provide training sessions for new comers “standards of service / food and beverages menus” 



Hold a briefing every Monday, with the "Executive Team" to present new ideas for work, motivation, and good continuation of the business, plus a discussion of the problems. 

Fill the daily inventory the missing/broken items in the restaurant.

January 2010 till April 2013: 

Roadster Diner Restaurant 

Duties:
    welcome new customers 

Taking orders, Taking Feedback, resolve problems 

Wowing the guests by making them satisfied.

Opening and closing duties.

Extra Job: 

Hostess for weddings & promotions with different Agencies (Tandem – Haya Agency- Kristies )
Skills:

PERSONAL: 


Excellent communication, comprehension and writing skills in three different languages: Arabic – French – English. 

Imagination and creativity 

Ability to adapt quickly to new professional environment 

Ability to resolve complex problems 

Ability to meet given deadlines 

Ability to work in a team, and create new personal motivations
Possibility to devise and organize many tasks 

Professional skills in Leadership 

Professional selling techniques 

Professional communication techniques 

Abily to work under pressure
ACHIEVEMENTS:

Certifications and training sessions from “Roadster Diner” & “Zaatar w Zeit” in “Leadership”, “Hostess Techniques and trainer”, “Hygiene” … (Available Upon request). 

SOFTWARE: 
Microsoft Office (Word – Excel – PowerPoint – Publisher) 

Internet Explorer 

Adobe Photoshop – Adobe Illustrator 

Squirell & Omega System (Software Used in restaurants) 

Windows Movie Maker 

Language      Proficiency:

Arabic             Excellent 

French            Excellent 

English           Excellent

References :
Available Upon Request

