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Career Profile

Ongoing, Enthusiastic, Good Team Player, Responsible, Can Handle Work under Pressure, and a Very Quick Learner.

Baayoun.

Personal Data:

Full Name : Baayoun 

Date & Place of Birth: 1984 Damascus, Syria.

Nationality: Syrian.

Marital status: Single.

Language: Arabic ( Mother tongue ) – English ( Fluent ) 

Visa Status: Visit Visa 
Objective:

I would like to render my services to an organization which provides opportunities for growth, and gives recognition and reward when due.

Academic Record: 

Bachelors Degree in Law, International Law, Damascus University, Syria, 2007.

Other Qualifications:

1) Course in Ms Office at Rida Computer Center for Professional Training, Damascus, 2003
2) Course in Typing ( Arabic & English ) at Al Anwar Service Center, Damascus, 2004
Professional Record:

· November 2004  to Present:
Working at Ministry of Agriculture in Syria as a                      Law Advisor Cum HR Administrative Executive with the responsibilities of providing support to the business operation via handling all customer complaints. During this period I have also the chance to do some administrative duties                 such as preparing memos, filing, managing incoming and outgoing calls, organizing meeting, and write the minutes of the meetings. Both the above mentioned positions have sharpened my skills, put my university studies to the test,      and given me a considerable experience.

· August 2002 to October 2004:
Worked at Ajyal Company in Syria as a Sales Representative with the responsibilities of direct contact with customers, helping them to fulfill their needs and meeting their demands. It was a very useful first encounter with the real job market. 

Other skills:

Internet browsing.

Hobbies:

Playing Basketball, Reading, and Listening to music.

Addendum:

All relevant documents/reference to be furnished upon request.
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