Sarah Hoteit
Sarah_hoteit@hotmail.com          Beirut-Basta El Tahta             71770644

EDUCATION
09/2013 - 06/2017				Lebanese University
		Bachelor of Science in Business, Emphasis: Management

1997 – 2013 				Amlieh High School
			Lebanese Baccalaureate: Economics and Sociology
EXPERIENCE
From 9/7/2018 to 18/8/2018		3H Trading Hijazi Wood
Position held: Executive manager assistant
· Dealing with customers.
· Answering phone calls about customer inquiries & orders.
· Data entry of wood orders.
· Do receipt of orders & checks.
· Filing all reports & receipts.
From 5/2/2018 to 28/2/2018		Bank Audi
Position held: Intern
· Counter Operations:
· Provides account services to customers by receiving deposits and loan payments; cashing checks, issuing savings withdrawals, selling cashier's checks.
·  Answering questions in person or on telephone.
· Customer Services:
· Resolving customer issues.
· Executed financial transactions according to bank policies and procedures.
· Respond to customer inquiries, providing information on bank accounts, policies, products, and services.




From 25/09/2017 to 18/10/2017		The Nawaya Network
Position held: Intern
Training in the Nawaya entrepreneurship and innovation program "Creative thinking & Business development" with Nawaya Network cooperation with Unicef & embassy of the Netherlands in lebanon
From 15/09/2015 to 15/10/2015			Bank Of Beirut S.a.l
Position held: Intern
· Counter Operations:
· Providing quality customer service through accurate and efficient counter transactions.
· Meeting financial services needs of customers: Check cashing, depositing, transfers, wire transfers, saving deposits, withdrawals.
· Customer Services:
·  Providing high-level customer service.
· Selling products and services directly to consumers
· Understanding standard bank transactions, as well as common product and services.
From October 2013 to June 2014		Private tutoring.
SKILLS
· [bookmark: _GoBack]Personal skills: Collaboration, Self motivated and adaptable to a service environment, perseverance, Time management, Continuous learner, Details oriented, Good interpersonal and Communication skills, Organizer, Planner.
· Computer skills: 
Microsoft word, Excel, Access, Power Point, Dreamweaver (is a proprietary web development tool developed by Adobe Systems), Spss.
· Languages:
Arabic: Native.
English: Spoken & written.

PROFESSIONAL DEVELOPMENT
· Co-Facilitator in Sense Fiction it's a workshop to design social start up at Berytech, on 26 May 2018.
· Participate in the social entrepreneurship summit 22-23 March 2018 at ESA Business School.
· Collaborated with JCI Lebanon in the project "I Green Beirut" on October 2017 to Present.
· Participate in several volunteer activities with Loyac Lebanon such as visiting elderly house & orphanages house present entertainment activities for them in summer 2017.
· Collaborated in Mob-Art it's a project consists of 3 caravans that travel all over Lebanon to help underprivileged children learn many forms of arts, with Loyac Lebanon at Kafarzabad I was involved to educate orphanages & refugees also present entertainment activities in summer 2017.
· Participate in the Financial Literacy workshop on 17 August 2017 at Loyac Lebanon.
· Participate in the Financial Intelligence workshop on 28 March 2017 at Loyac Lebanon.
· Collaborated in life skills, peace building and conflict resolution on 14 November till 17 November 2016 at Loyac Lebanon.
· Collaborated in the social media roles and career opportunities on 3 November 2016 at Loyac Lebanon.


AWARDS AND CERTIFICATIONS
· October 2017: Got a mention “Very Good”  for the final project for university about “Leadership styles and their impact on employees creativity”.
· March 2017: Certificate of participation in the "Introduction to Banking" session organized as part of the Global Money Week 2017 celebrations on Thursday March 30,2017 at BLOM BANK Headquarters-Beirut.
· May 2015:  Certificate of Appreciation in a training session under the title “Be the change” with the values program and humanitarian principles within the framework of the project “teenagers to benefit their communities” by the Lebanese Red Cross youth department.
· 26 November 2014: Certificate of Appreciation to participate in a contest “Séminaire de formation dans le cadre du projet tempus OIPLUES” conducted by the Lebanese University, in partnership with the Middle East Office of the University Agency Francophonie.
INTERESTS
Reading, Sport, Hiking, Volunteer and a Member in Personal & Professional Development program at Loyac Lebanon , Volunteer at JCI Lebanon, Volunteer at MakeSense.
