Shirine M. Aoun


+961 71 115162
Naccache, Metn-Lebanon
aoun.shirine@gmail.com


P R O F I L E  S U M M A R Y

Obtain a position where I can effectively utilize my capabilities & experiences along with maximizing my skills and career

	Skills & Capabilities:
	
	

	Communication
	 Leadership
	Strategic Planning

	Human Resources
	Management
	Marketing

	Administration
	Project Management
	Customer Service



	
	W O R K  E X P E R I E N C E  &  A C T I V T I E S



· January 2017 – August 2018

Project Manager for BMH Hospitality Services, Larnaca-Cyprus
· Launching of hospitality services company  in Larnaca, Cyprus 
· Finding office location and warehouse 
· Formation & follow up on legal & official company’s papers 
· Establishment of company’s policies and internal procedures 
· Monitoring budget and cost control 
· Preparation of all HR & Administrative templates 

· December 2010 – December 2016

HR & Administration Manager (Lebanon & KSA Branches) of Room Gallery & Interior Architect office, Lebanon 

· Managed all HR duties: recruitment, staffing, payroll, compensation and benefits, insurance in addition to labor law, NSSF and other regulatory policy compliances
· Handled administrative matters including clients' account, suppliers' accounts, correspondence, marketing, follow-up on orders and shipping, etc. 
· Achieved financial objectives by anticipating requirements; liaising with auditor, submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.
 
· August 2009 – March 2017 (Part-Time) 

Online Marketing Assistant Manager of USA WEARELOGOS &WEAREPRINTING,  Lebanon

· Promoted events and other marketing activities through social media, emails, etc. on Twitter, Facebook, Instagram and many more

· Monitored, updated and scheduled posts on social media sites 

· Generated content for tweets, blogs and posts that align with our key themes 

· Prepared Data input – dependent on organizations particular needs 
· Kept up to date with internet and marketing trends and  contribute this knowledge as an integral member of the team 

· August 2008 – July 2009 

HR & Administrative Officer – Credit Libanais SAL Headquarters Branch, Manama-Bahrain 

· Carried out all HR duties (including Expatriate’s employment procedures, payroll, employment legislation, medical insurance, etc.) 

· Followed up on the bank’s compliance program to Bahrain regulatory measures 

· Coordinated with Credit Libanais Foreign Entities Department in Lebanon

· Controlled and managed bank’s financial expenses 

· Maintained deep knowledge of AML procedures (Anti-Money Laundry)

· Supported Operation’s Department in all tasks 

· Successfully completed training as Assistant Branch Manager & Operations Supervisor 

· Replaced Operations Supervisor when needed 

· [bookmark: page2]September 2006 – April 2008 
Office Manager of Adma International School, Lebanon 

· Organized and coordinated office operations and procedures involving independent judgment with constant interruptions and demanding time lines 

· Met with parents and made information and services available as needed 

· Maintained office services, supervised office staff and maintained office records 

· Assisted with the hiring process, personal data and files beside many other HR duties 

· Handled confidential information, received and responded to inquiries and requests of parents, students, staff and Board of Trustees 

· Coordinated with Marketing agencies and performed PR & communication tasks 

· Designed, prepared and established the school’s monthly newsletter 

· Assisted in research and prepared all school’s workshops 

· Introduced new management and organizational ideas 



· July 2007 

Consultant and Assistant of Trainer in Larnaca, Cyprus for “Strategic Planning and Peace Education” Workshop of Fellowship of the Middle East Evangelical Schools 


· May 2004 – September 2006 

Customer Service Representative at Audi Bank – Help Desk, Lebanon 

· Answered calls from multicultural users and provided support and troubleshooting over the telephone using the bank’s softwares (Bankmate, PowerCard, EBA, Equation, Audi Online, etc.)

· Acquired full knowledge and  information on all Bank Audi's services

· Applied questioning skills for an in-depth analysis of each customer’s inquiry and need in order  to provide him/her with best  service product

· Replaced manager in various tasks like following up with customers, applying procedures, updating the team, etc. 
· Directed and performed marketing projects and surveys for bank 



[bookmark: page3]EDUCATION

· M.A. in Linguistics – Thesis in process
· B.A. Degree in Linguistics in 2006 – Lebanese University Faculty of Letter II 
· 1 year Law Major in 2011 - Lebanese University Faculty of Law and Political and Management Sciences 

· Teaching Diploma 

· Related course work: Strategic planning, communication art, work ethics, social media, peace education, marketing 

LANGUAGES  &  IT  SKILLS

· Excellent in English & Arabic, Good in French, Fair in Italian 

· Strong Skills: 

· Microsoft office (word, excel, power point, outlook, etc.)
· Banking Softwares (Bankmate, Powercard, Equation, EBA, etc.) 
· HR Software System 
· Mainframe Systems
· General Computer & IT Skills
· 
 PERSONAL  INFORMATION	
	· Lebanese
	· Married with one child
	· Born 1984



           INTERESTS

· [bookmark: _GoBack]Lighting Fixture Design, Drums, Cooking, Writing, Reading, Researching, Ping-Pong and Swimming
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