
RITA ABOU ABDALLAH SAYEGH
NATIONALITY 
Lebanese
Date of Birth:
14/11/1977
EDUCATION
Commercial Sciences
LANGUAGES 
Fluent in Arabic & French, Fair in English
COMPUTER SKILLS 

Microsoft Office: MS Word, Excel, Project, Power Point, MS Visio, Arc GIS, Adobe Photoshop, Adobe in Design, Adobe Illustrator & AutoCAD
SUMMARY OF CAPABILITIES

Document Design Coordinator with over 9 years of experience in the design and production of project reports and documentation, including development of standard formats for reports and technical documents, preparation of all types of artworks, including charts, diagrams, covers and Power Point Presentations, as well as the preparation of rendering for interchanges using Photoshop. Experienced in a wide range of design and production software including AutoCAD, Adobe Photoshop, Adobe Design Standard CS6 (Illustrator, Indesign) and others. In addition to Business Development works, assistance in the coordination of public relation events.
EMPLOYMENT RECORD
2007– to date - SETS – Document Design Coordinator
2002 – 2005 – Libancell- Provisioning Supervisor
EXPERIENCE RECORD

SETS
EuroMed Transport Project: Formatting and final layout of 22 reports (French & English) according to the EU standards, using MS Word, Excel, Adobe Acrobat Professional and Visio. 
Technical Assistance to civil engineers in the preparation of projects’ documents and drawings.
Arrangements of reports, charts & diagrams, designing covers and PowerPoint presentations
Fast and accurate typing skills in three languages (English, French and Arabic).
Preparing Rendering design using Photoshop for the following Projects:
1. Study and Design of Primary Roads in Riyadh
2. Al Imam Saoud Ibin Faysal and Thumamah Road Western Section, Riyadh 

LIBANCELL
2002 Provisioning Supervisor – Customer Care Unit on a 3 months rotation basis

· Receive requests from miscellaneous sources, check compliance with policies, validate authorities and assign tasks to Provisioning Agents.

· Plans Provisioning section operation on weekends& holidays to ensure service continuity as well as other personnel related issues.

· Holds weekly meetings, to brief staff on the daily agendas, informs of specific issues, problems or objectives.

· Prepare monthly reports, including inventory updates and statistical info on Provisioning activities & distributes to Department Manager.

· Committed to continuously coach & motivate the staff to improve the level of knowledge and the qualitative aspect of the job.

· Access systems functionality, and recommend enhancements to automate the process & improve efficiency.

· Continuously review, develop & enhance procedures as defined by department manager.

· Maintain high quality performance in compliance with the company quality objective & quality policy.

1999-2001 Provisioning Agent – Customer Care Unit

· Responsible for the processing & provisioning of all products & services.

· Enter requested commands to connect / disconnect lines & features.

· Gives clarifications & answers to internal customers & assists Regional Service Centers in provisioning issues.

· Prepare daily report to summarize own activity & submits to supervisor for consolidation with offer sections.

· Prepares & follow-up Prepaid Batches as instructed by Unit Manager.

· Coordinate with offer sections when it comes to system shutdown or bugs to make sure of smooth operation.

· Manages Provisioning stock & control daily & month consumption.

1995-1999 Customer Service Representatives
· Receives answers & resolves customer’s problems.

· Promotes company products & services upon query from the customer.

· Fill a soft “Action sheet” for problems requiring other section’s intervention.

· Prepare a daily report to highlight major problems and share customers comments, ideas & needs & distribute as defined by Unit Manager.

· Provide pricing information to subscriber, check his/her billing screen and answer questions related to invoices & payments.
Trainings Attended:

· “Conject Platform”, a software-based filing system (March 2009)
· AutoCad (March, 2007)
· Adobe Photoshop (January 2007)

· Customer Care Building Workshop (February,1997)

· WIN-WIN Negotiation Skills (November,2000) 

· Quality Customer Service (February,2000) Developed and presented by the International Consulting and Training Network, sarl

· In Recognition of successful Completion of The Exceptional Customer Service Programme (September,2001)

· Beginning Outlook 2000 (March,2002)

· Train The Trainer ( August,2003)

· The Most Knowledgeable Employee Test (July,2003)
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