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To Whom It May Concern:

                                                SUB: JOB APPLICATION

Dear Sir/Madam, 
Greetings! 
As an employee before of a reputable Outsourcing company in Lebanon and recently in Qatar with high-level management experience in Administrative Assistant, I learned that the best way to achieve success is to motivate the resources I had with well-defined objectives and empowerment. A management belief based on integrity, innovation, and excellence, along with a positive attitude, an aptitude for strategic thought and planning, and the ability to adapt quickly to new ideas and situations allows me to achieve consistent and significant successes in my field. 
My personality profile says: 
· A confident, driving individual who reacts quickly to change. 
· A self-starter with a strong sense of urgency who responds positively to challenge and pressure. 
· A fast learner who is a practical and ingenious problem solver. 
· A fluent and articulate communicator, flexible and responsive. A self-directed, goal oriented doer. 
. Computer literate and proficient in MS Office applications. 
Once your company would provide me with the opportunity to put my personality, skills and successes to work, on interview, I would like to discuss with you how I will contribute to the continued growth of your company. 
Attached is my resume. 
I'm looking forward to hear from you soon. Thank you for your consideration.
Curriculum Vitae (CV )
Resume
· Y.O.B.: 1989
· Objective:  
                     Working at your company as a staff member with a team spirit,   

                     Where I get appreciated and can give my experience and acquire 

                     Yours to reach the desired target, which is going to be satisfactory 

                     for both of us.
· Educational Background:
                       Marketing & Advertising (2010-2011):  
                                     AUL
                                                   Beirut, Lebanon
                      Business & Administration- Systems Practices (2008-2009):  
                                      AOU
                                                    Beirut, Lebanon.
                    BT3 Sales & Commercial Relation (2007-2008): 
                                  ISET College
                                          Beirut, Lebanon.

                                    Elementary – Grade 9 (2004-2005): 

                                              Al Jeel Al Saleh School
                                           Beirut, Lebanon. 
· Professional Experiences:  
Media Specialist Co.

Doha, Qatar
Executive secretary

June.2013-present

                       Responsibilities

· Provides good communication with colleagues and guests in person and telephone
· Carry out secretarial-clerical duties of filling, schedule appointments and assessing office visitors
· Provides administrative support to meetings and presentations
· Open, sorts and distribute incoming and outgoing mails and other correspondences
· Manages the calendar for the director including scheduling meetings, booking rooms, travel arrangements...etc.
· Photocopies, faxes and distributes materials as required
· Prepare profit and loss statements and monthly closing and costing reports
·  Prepare and review budget,  revenue, expense, payroll entries, invoices and other accounting documents
·  Explain billing invoices and accounting policies to staff and clients
·  Resolve accounting discrepancies
                  Qualifications and skills  

·   Computer literate on all MS office applications with high speed typing abilities
· Develop and maintain efficient filing systems
· Excellent communication skills with high motivation
· Ability to work individually as well as with a team
 AL-BARAA contracting Co. 
Doha, Qatar
                             Marketing manager
   Oct.2012-June.2013
Responsibilities

· Providing periodical reports to the managing director on the marketing department’s performance
· Maintaining communication between the marketing department and other departments to carry out strategies and  plans
· Identifying and sustaining the strategic position of our client group in the regional market
· Setting and overseeing the implementation of the overall marketing strategy, in accordance with our clients guidelines
· Undertaking other related duties assigned by the managing director
· Building and maintaining strategic relationship with different external entities related to marketing to ensure staying ahead of competition
                      Qualifications and skills
· Outstanding knowledge of marketing strategies and best prices
· Very good understanding of business
· Outstanding leadership capabilities
· Very good alertness
· Very good emotional intelligence
· Very good proactivity
· Very good accuracy
· Outstanding communication skills
· Outstanding flexibility
· Outstanding presentation skills
· Outstanding customer orientation
                                        Nicoise Co.  For Catering/Food Services

                                  Beirut-Lebanon

                                      Accountant

                               Jan.2012-August.2012
                           Responsibilities

·  Prepare profit and loss statements and monthly closing and costing reports
·  Prepare and review budget,  revenue, expense, payroll entries, invoices and other accounting documents
·  Explain billing invoices and accounting policies to staff and clients
·  Resolve accounting discrepancies
·  Interact with internal and external auditors in completing audits
                         Qualifications and skills
· Knowledge of accounting, finance, budgeting and cost control principles
· Ability to analyze financial data and prepare financial reports
· Willingness to work a flexible schedule
· Ability to manage multiple projects and priorities
· Deadline driven with excellent organizational and time management skills
                             A-A Media Services Co. For Marketing and Advertising 

                               Beirut-Lebanon

                             Executive administrative assistant

                             Feb.2009- Dec.2011

                       Responsibilities

· Provides good communication with colleagues and guests in person and telephone
· Carry out secretarial-clerical duties of filling, schedule appointments and assessing office visitors
· Provides administrative support to meetings and presentations
· Open, sorts and distribute incoming and outgoing mails and other correspondences
· Manages the calendar for the director including scheduling meetings, booking rooms, travel arrangements...etc.
· Photocopies, faxes and distributes materials as required
                           Qualifications and skills

· Computer literate on all MS office applications with high speed typing abilities
· Develop and maintain efficient filing systems
· Excellent communication skills with high motivation
· Ability to work individually as well as with a team
· Character:                     - good teaching abilities
                    - Strong personality

                    - Firm but fair

                    - Friendly when needed and work with a team spirit

                    - Productive under pressure

