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EXPERIENCE
March 15 - Present
ETON INSTITUT, Dubai, knowledge Village
French Trainer
March- Dec. 14
PASQUIER, Étoile-sur-Rhône, France (FMCG Industry)
Production coordinator
  Secured availabilities of raw material on the production lines,
  Ensured finished goods are properly packed and stored,
  General support to production team.
	April - Sept. 13
	
	ETON INSTITUT, Dubai, knowledge Village
	

	
	French Trainer
	
	

	
	  Provided private French classes to 5 students,
	

	
	  Provided group French classes 12 students.
	

	June - Sept. 12
	
	BAULÉ, Romans-sur-Isère, France
	

	
	Receptionist/Administrative Assistant
	

	
	  Answering all incoming calls and emails,
	

	
	  Dealing with any enquiries at the reception,
	

	
	
	General Administrative tasks,
	

	
	  Meeting and greeting visitors and customers,
	

	
	
	Managing customer queries,
	

	
	  Organizing business travel and managing expense reports,

	
	  Organizing conference and meeting room bookings,

	
	
	Updating data base.
	
	

	Nov - Dec. 11
	
	KOENTACT, Amsterdam, The Netherlands
	

	
	Executive Assistant
	
	

	
	
	Arranging meetings,
	
	

	
	  Carrying out manager's diary,
	

	
	  Documents and data base managements,
	

	
	
	Organizing events.
	
	

	May - July 11
	
	C'PRO, Valence, France
	
	

	
	Sales Administrative Assistant
	

	
	
	Arranging meetings,
	
	

	
	
	Documents managements,
	

	
	
	General Administrative tasks.
	

	
	
	Handling customers reminders,
	

	
	
	Managing customers queries,
	

	
	
	
	
	

	EDUCATION
	
	
	
	

	2010 - 2012
	Montplaisir Institut, BTS Assistant de Manager, Valence , France

	
	Two years technical degree in Office Management & Personal assistance

	
	Main courses: Communication, Human resources, Management, Sales.

	2009 - 2010
	Baccalauréat Littéraire , (French high-school diploma)

	
	
	
	
	

	SKILLS
	
	
	
	

	Languages
	French: Native
	Computer
	MS Office: Proficient

	
	English: Proficient
	
	Sage : good

	
	Arabic: Native
	
	

	
	Spanish: Proficient
	
	




INTERESTS

Travelling
Morocco, Spain, Benelux, Oman, UAE
