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PERSONAL INFORMATION 

 
· Nationality: Lebanese 
· Date of Birth: September 15, 1991 
· Sex: Female 
 
EDUCATION 

 

Graduated from: Al Qalaa Secondary School, Lebanon (2009) 

Lebanese American University, Beirut, Lebanon, (2009-2012) 
Bachelor of Science –  Business Management  (BS) – Graduated 2012
Master of Business . Administration ( started spring 2016 )
 
· Major Courses (undergrad ) :          Managerial Finance, Management, Organizational Behavior 
Human resources , Managing multinational corporation 
Business Law, Marketing, Economics, Principal of Accounting   
                

 

WORK EXPERIENCE 

 
June 2011 – July 2011     Intern                                                                                         BankMed 


· As a teller : helping customers with their bank queries , cashing cheques, checking statements , making money transfer and updating accounts 
· Costumer service : helping customers in managing their funds , contact customers , entice  customers to try new bank products and services .

August  2012 – May 2013     Human Resource                                                             Medical Management Group

· Recruiting staff
· Undertaking regular salary reviews
· Working with different departments 
· Maintaining employee records 
· Helping in developing strategies and policies depending on the work conditions 






September 2013 – February 2017   Administration                                                            Al Qualaa Secondary School Saida 
 
· Multi-tasking and working  well under pressure
· Sorting and distributing incoming post and organizing and sending outgoing post
· Organizing and storing paperwork, documents and computer-based information
· Written and oral communication, word processing and typing
· Requires relevant skills such as IT, organizational and presentation skills
· using management information systems to maintain and update internal databases
· prepare and submit reports to ministry of education during school year
· liaise with ministry of education regarding final records regarding pass/fail students  

February 2017 – August 2018 							Byblos Bank – Saida Branch
· Multi-tasking and working  well under pressure( challenging work)
· Handle responsibility especially when working with clients 
· Maintain current knowledge about latest banking products and services
· Discussed account details with customers and recommended products and services to them based on listening to their needs and interests
· Ensured that customer concerns were handled efficiently to maintain positive customer relations
· Demonstrated confidence as an experienced loan officer
· Utilized strong analytical and problem solving skills to derive innovative solutions.
· Maintain high degree level of professionalism, customer service and discretion, an ability to stay cool and be sympathetic is key.



SKILLS  

 
Computer Skills  
Computer Skills: 
Microsoft Office:  Excel, Word, and Power Point. Mega Stat
Computer & Internet Savvy.

  Communication skills
  
Language Skills  
 	English (Fluent)  
 	Arabic (Native)  

 
ACTIVITIES  


· Community service and Social work ( member at the Rotaract Lebanon – Saida , and head of finance at the club ) 
· Sports & Outdoor Activities.


· References available upon request 
