ELVIRA H. KAROUT
Mob:03 /662073
elvira_karout@hotmail.com
elvirakarout5@gmail.com
1-  PROFESSIONAL EXPERIENCE:
Office and management:
2017-Current             Research Assistant at AUB:

· Entering Database Information

· Tax-Stamping Agreements and Preparing Payment Vouchers for the Ministry of Finance.
· Handling archive projects- closed and rejected (Updating Information on Database, Updating Box- Label, and Filing).

· Preparing and Sending Interoffice Memos for New Agreements.
· Preparing monthly report about work and issues.
· Issuing Transportation Requisitions on the system.
· Preparing Files (Labels...) and Organizing Filing Cabinets (at the Office and in B2).
· Purchasing Office Goods and Supplies from Store on Oracle system.
· Organizing Office Meetings and Room Reservation and taking minutes of meeting.
· Answering and routing incoming calls.

· Handling Rapid/Aramex Outgoing Mail (Preparing Waybills, Envelope Label, Oracle Requisition, and ensuring timely Collection).
· Handling Service Requests (Physical Plant, Maintenance…)

· Filing and Archiving.

· Photocopying, Scanning and Faxing.

· Receiving Mail and Delivering Important and Confidential Documents.

     2014 -2015                Assistant manager at Aroma-spa, Le Mall Hilton.
· Opening and Closing the Computer System.
· Handling Financial Status in the Company.

· Taking and organizing appointments for Clients.

· Updating Supplier database with any new suppliers encountered in the Market.

· Performing any other duties as requested by the Procurement Officer.

· Maintaining Positive Working relationships with Colleagues.

· Managing Supplier Relations professionally; impartially and ethically.

· Ensuring that Procurement is deliver according to required time.
· Participating in team meetings.

· Following up and Monitor Work from A to Z with Staff, and Follow up the feedback with Customers.

    2013-2014       Customer service officer at BHV Admic, JNAH
· Opening and closing system.
· Central call.
· CFC bank retails.
· After sales (exchange, refund, program system after sales).
· Follow up with the customers to insure that the services are perfect.
2011-2012         Data entry at” KGS” Company.
· Opening and closing system 
· Entering Finance Information on database and Excel sheets.

· Organizing files and inventory for items in the stock.
Radio and Entertainment:
2010 – 2011
Sawt Beirut Radio Station          Beirut, Lebanon

Program presenter/animator
· Planning, preparing and presenting radio program.
· Planning, preparing and recording announcements.
· Training for submission of the news bulletin.
     2010 _2014           Mass Group Company
· Recording Announcements.

· Planning and Preparing Announcements.

Education: 
      2010 - 2015
Florence Institute



          Beirut, Lebanon




Taught
· Teaching nutrition, Business Administrative and Ethics of the nursing profession for TS1 classes.

· Teaching Sciences and Math courses for all BP/BT1/BT2/BT3 Classes for two Languages English and French.
     2011- 2013            ITS Institute



                     Beirut, Lebanon




Taught
· Teaching Sciences courses for all BT1- BT2-BT3.
  Skills in education fields:   

Planning, preparing, and animating the field in a creative way explanation.

Preparing exams and activities to improve the mentality and the academic progressing of students.

Perfect communication and flexibility, the purpose is getting the best results.

Other skills:
Preparing all types of letters, documents, mails and reports.

Working in a teamwork.

Familiar in office transactions, administrative work and computer’s uses.
High responsibility and handling Confidential Work.

     Freelance:    2009 – Present 
 tutoring for life sciences and brevet Students.
2017   Education:
    2017    1st year master – food sciences and technology, Lebanese international university (Beirut campus).
    2010 
Bachelor of Science – pure Chemistry, Lebanese University (section 1), Beirut,    Lebanon.
2005 Lebanese Baccalaureates (Life Sciences), Mess el Jabal 
Official Secondary School, Mess el Jabal, Lebanon.
 Computer skills:
Word, excel, PowerPoint, Database, internet, Social Media Publication.
Languages:
	
	Reading
	writing
	speaking

	Arabic
	Maternal 
	Maternal
	Maternal

	French 
	fluent
	fluent
	fluent

	English
	Very good
	Very good
	Very good


2018 Hobbies:            
                                 Swimming, Biking, Drawing, Reading, social media.
2019 References:
Available upon request.
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