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RANA SOBH

E X E C U T I V E  A S S I S T A N T

PROFESSIONAL SKILLS

An energetic, highly confident professional with an infectious enthusiasm of a "Can Do"attitude

PROFILE

I am an ambitious person who has developed a mature and responsible approach to any task or situation that I undertake. I have experience in a variety of areas such as Administrative

· Operational Functioning, Social Media Management, Marketing and Sales.

I am excellent in working with others to achieve certain objectives on time with excellence.

CONTACT

Mobile: +961 71 510098

Email: ranaz.sobh@hotmail.com Beirut - Lebanon

EDUCATION

The American University of Science & Technology | Class of 2017 Bachelor of Arts in Communication Arts - Public Relations GPA/4: 3.06



	Multi-tasking
	Data Entry

	Communication Skills
	Research & Data Evaluation

	Time Management
	Social Media Management

	Organizational Skills
	Administrative & Operational Function

	Customer Service
	Marketing & Sales


SOFTWARE SKILLS

Microsoft Office Programs: Proficient
Adobe Photoshop: Intermediate
Adobe After Effects: Beginner
Adobe Illustrator: Intermediate
Adobe InDesign: Intermediate
WORK EXPERIENCE

EXECUTIVES ASSISTANT AT BOKITTA

AUGUST 1, 2018 - NOVEMBER 1, 2018

My job involved working closely with the CEO at most and the executive team. My duties included:

1. Following up with the suppliers on all ongoing POs production, delivery on the assigned date, and reporting to the executives

2. Checking production samples received from the suppliers and making a report about that for the CEO

3. Tracking the company's expenses for general office needs and monitoring office supplies usage

4. Managing the office and maintaining a welcoming and productive office space

5. Supporting the executive team on internal and legal paperwork

6. Being the center of contact for the team staff regarding HR issues

7. Responding to phone calls and emails

8. Scheduling meetings and preparing presentations when needed

NATIONALITY

Lebanese

LANGUAGES

Fluent in English & Arabic Elementary in French

HOBBIES & INTERESTS

Reading Books

Art

Sports

Networking
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E X E C U T I V E  A S S I S T A N T

EXECUTIVE ASSISTANT & SOCIAL MEDIA COORDINATOR AT AVIATION MINDS

JULY 1, 2017 - JULY 13, 2018

My duties involved working closely with the Managing Director and providing a range of executive administrative services to facilitate business operations supporting the Managing Director to achieve organizational objectives. Also, I was responsible for handling the social media marketing activities for Aviation Minds projects in Lebanon and abroad. I was responsible for setting and monitoring the social media marketing strategies for the following accounts: MEARS, Aviation Minds, Women Aviation Forum, maintaining online presence, and creating content to be published.
SALES EXECUTIVE & FINANCIAL CONSULTANT AT ALLIANZ SNA INSURANCE

AUGUST 1, 2017 - APRIL 10,2018

Responsible for assessing the needs of the clients and providing them with accurate solutions that best satisfy each of their needs. My work also involved building long-lasting relationships with all-time customers and potential customers.

INTERN AT MEDIA CONSEIL ADVERTISING & MARKETING COMMUNICATION

MARCH 1, 2017 - MAY 1, 2017

During the internship period at Media Conseil, I was able to receive training in 2 fields each for 1 month.

1st month: Training for the position of Account Management 
2nd month: Training with the Creative team department through which I was taught more about social media researching & campaigning, in addition to creating content to post on social media or for clients as per their request.

