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CONTACT INFO 
	Address:                           St.Georges Hospital Street - Ashrafieh 
                                   Beirut - Lebanon 

E-Mail:                              ritaziadeh@yahoo.com

Phone: 
                      +9611561007

Mobile:                       +96170465102


	PERSONAL INFO 
	Birthdate:
26 Sept, 1985

Gender:
Female

Marital Status:
Single

Nationality:
Lebanese

Resident of:
Beirut – Lebanon
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EXPERIENCE 


	KLOC s.a.r.l                                                    Jun. 2004 till May. 2015
Assistant Manager’s
              
Filing, paper work organization, sales, stock & accounting, internet surfing, Suppliers & Clients contact.
DST Engineers & Contractors                           Nov. 2010 till Jun 2011
Personal Assistant

Paper work organization, Managing the personal Accounts in Socrate Accounting Program.

Clinic Dr. Roger Rbeiz
         Nov. 2003 to Feb. 2004
Executive secretary
Filing, appointments organization, correspondences …
MICA Establishment                                             Oct. 2003

Executive Secretary

Filing, paper work organization, correspondences, banking procedures.
 

	SKILLS 
	All Microsoft Office Products.
KLOC Stock & Accounting Program.
Socrate Stock & Accounting Program.
Internet Surfing.
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EDUCATION 
	INSTITUT TECHNIQUE DES FRERES                              Oct. 2006 till June 2009
Degree: TS - Expertise comptable
YWCA COLLEGE OF TECHNOLOGY – Ashrafieh           Jun. 2003

Degree : BT – Executive Secretary 
 



	LANGUAGES
	English - French – Arabic

	
	

	REFERENCES
	Upon request


