Dear Human Resource Department:


My Bachelor of Business Administration degree in Management from The Holy Spirit University of Kaslik (USEK) coupled with my work experience and communication skills make me an excellent candidate in your company.

Your company will benefit from my experience of interacting with costumers and their service principles as well as cash handling. In addition, I developed excellent communication skills that allow me to deal effectively and persuasively with costumers. Not only I am fluent in Arabic and English but also in French a definite plus for your company. (Please refer to the attached CV for more details.)

Companies are always looking for hardworking, serious, competent employees. I not only have these qualities but I have many more: I can work under pressure and stress, very adaptable to changing situations, and pay attention to details. I enjoy challenge and strive for work excellence. Considering these qualities, I would be an asset to your company.

 I am willing to consider any position you offer me. I look forward to hearing from you. Thank you for your consideration.


Sincerely,

Murielle Khoury 



































              
      Murielle M.EL-KHOURY
  Main Road                                                                   Date of Birth 25 August 1992                                  
  El-Khoury Building, 1st Floor                                     Place of Birth: Beirut, Lebanon
  Mazraat Yashouh, Lebanon                                        Citizenship: Lebanese
  Mobile: 70/422314                                                Marital Status: Engaged                                                
  Home: 04/914345                                                     E-mail: khoury_murielle@hotmail.com
                                                                            
	 objective

	
	
 Seeking a position in which I can apply my managerial expertise and my excellent skills in English, Arabic, and French and which provides opportunity for advancement.

	 Education

	
  september 2010 – FEBRUARY 2014


  May 2010
	
      Bachelor of Business Administration
      Univesrité Saint Ésprit de Kaslik (USEK) 
      Kaslik, Lebanon
      Major: Management
       Date of Graduation: February  2014
     
      French Baccalaureate
      Collèges des Sœurs du Rosaire 
      Cornet -El- Hamra, Lebanon
      Emphasis : Economy and Sociology 

	 EXPERIENCE 

	  

May 2014—March 2018  




 

   August 2012
   



	
        HR Assistant
        Robert’s Group, Zouk mikhael, Lebanon

· Maintains and updates annual and computerized employee records, legal documents and procedures and other personnel related matters.
· [bookmark: _GoBack]Daily HR operation: leaves, punch control.
·  Carries out the opening and closing of employee files in NSSF.
· Renewal insurance policies.
· Renewal permit of works and residence for foreign workers.
· Accounting knowledge.

      Summer Internship
      SGBL, Elyssar, Lebanon

· Interacted with customers
· Accept and withdrawal of cash and checks




	 COMPUTER SKILLS



· Microsoft-Office Applications: Word, Excel, Power Point, Access.
· Excellent Internet research skills.

	
LANGUAGE SKILLS
	





                                 Speaking             Writing               Reading
Arabic (Native)        Excellent             Excellent           Excellent
English                     Good                   Good                 Excellent
French                      Excellent            Excellent            Excellent

	
 PERSONAL DATA

	
	
 Enjoy sports, music, camping, reading, and dancing


	 references

	
	
 Available upon request.








