Aya Saad
Dearborn, Michigan, United States.
48126 Manor st.
saad_aya@outlook.com
1 313-247-9597
· Objective:
Seeking an administrative position in a well held and designated firm for applying my achieved skills and previous experiences to assist the company in its growth as well as progressing in my career.


· Personal Information:
· Date of Birth: 28-JUL-1993. 
· Marital status: Single.
· Nationality: American.
· Languages: English, Arabic, French.
· Computer Skills: Microsoft Office, Fidello systems, Solaya Program for Facilitation and Communication, and Adobe Premiere.

· Education:
· Lebanese International University-Lebanon, Beirut, Salim Slim:
Bachelor of Arts in Communication, Public Relations, and Journalism; Graduate of March 2015. 
·  3 years of practical experience in public relations through internships and volunteering organizational positions


· Experience:
· GlobeMed, Lebanon, Sin el Fil: junior auditor, 19 OCT 2015 till 20 July 2018.
     Training and supervising new incomers.
     Coordinating set up meetings with potential pharmacies.
     Sorting and organizing NSSF claims for several major banks and         insurance companies.
     Representative for Globemed Leb in outdoor activities.
· Mahad Al Tfawok Al Ilmme:
 After school tutoring for a class of 40 on several subjects such as Math, ENGLISH and general science. 
Including brevet and terminal classes.
School Year 2014-2015
· Volunteering in several major social events such as Beirut Marathon of 2014 and several others.
· Internship at Scope magazine for minor journalism.

· Skills: 
· Strong written and oral communications skills to write and edit content, pitch and deliver promotional offers, and collaborate with media for positive publicity. 
· Creative self-starter who can take information and transform it into something unique, authentic, and memorable. 
· Skilled at using technology and social media to increase sales and build brand awareness, and educate customers about product offerings. 
· Proven organization and time management skills and an understanding of effective financial practices to guarantee that all campaigns are delivered on time and within budget. 
· Innovative problem-solver who can find solutions to unexpected crises, which positions the company as a responsible leader that is committed to full disclosure and trustworthiness.

· References :
Available upon request.
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