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Carla M. JABRE CHAMOUN
	Experience

	December 2013- Present Sodamco Weber Saint-Gobain
· Administrative Assistant 
· Personal Assistant for the CEO

June 2013- December 2013- Flair

· Sales Associate

May 2010 – June 2013  Consolid Horeca Holding sal (Hospitality Management and Consulting Company)
· Office executive
· Attending incoming & outgoing call
· Assign and monitor administrative and secretarial responsibilities and tasks among office staff
· Ensure security and confidentiality of data
· Maintaining the files, records and documents as required
· Handle all staff papers (cnss,..)
· Receiving and sending faxes whenever required
· Ordering and maintaining stationery and equipment supplies
May 2009– April 2010   Saga Collection 
· Sales executive
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails 
· listening to customer requirements and presenting appropriately to make a sale
April 2007 - April 2009   Emporio Bejjani Company(Tara Jarmon abc Dbayeh)
· Sales exevutive
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails 

· listening to customer requirements and presenting appropriately to make a sale
Mars 2006- Mars 2007   Aishti 
· Sales executive
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails 

· listening to customer requirements and presenting appropriately to make a sale


	Education
	· TS2 . in hotel management  – Hotel management institute Dekwaneh
· BT3 – Business administration – Saints coeurs Jdeideh

	Computer  Skills


	· Microsoft Office
· Excel, Word, Outlook, Access, Power Point



	Language

	· Arabic, French, English

	Interests


	· Music, Movies

	Reference


	· Upon request
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