


Farah Koudrah                                                                                  Bchamoun, Lebanon                                                                                                        (961) 70 71 11 30, farahkoudrah@hotmail.com                                                       Lebanese, DOB: 24/8/1992
Objective:
To be a part of a company that indulges professional growth which provides challenging and rewarding career while allowing me to utilize my knowledge and skills.
Education:
* Bachelor degree (2011-2014), Lebanese University- Faculty of Media and Documentation
Major: Public Relations and Advertising
* Lebanese Baccalaureate, Sociology/Economics section                                                           Rene Mouawad High School, Verdun, Beirut, Lebanon, 2011.

Experience:
*Front Desk Analyst at FNB Finance (Subsidiary of First National Bank), Clemenceau, Beirut, Lebanon, 2014-current day.
Main Duties:
-Assistant to the HR Manager (Filing, data entry, screening CVs, scheduling interviews, preparing induction schedule, managing company’s events, preparing reports, other administrative tasks)
-Assisting the customer care team (helping customers filling their loan applications, telemarketing)
-Assisting the Executive Assistant when needed
-Helping customers over the phone and face to face on the front desk       

* Private tutoring (2013- current day)      
*3 Points Cell shop (family business), 2018-current day                
*Internship at J-Group Company (media field), Beirut, Lebanon, 2014, (1 month)     

Achievements:
· Planned Employee of the month/year project for FNB Finance, 2017.
· Planned an advertising campaign for Silkor Medical Center, 2014.
· Contributing in planning a “Talent Show” at the Lebanese University, 2012.
Languages:
Arabic: Native                                                                                                                               English: Very good                                                                                                               French: Beginner
 Computer Skills:
*Word, Excel, Power point                                                                                             *Outlook                                                                                                                                      *HTML
Personal Skills:
*Ability to work both in a team and individually
*Attention to details and accuracy
*Adaptability and flexibility
*Excellent communication and listening skills
*Organizing skills
*Patience

Interests:
Event planning, craftwork, social media
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