Eliane Rahme Saiid
Address: Hsoun - Qartaba Main Road   Phone: 03 793 192
D.O.B.: May 31, 1987 - Marital status: Married, 1 child

eliane.rahme@live.co.uk
Admin Assistant
I offer flexible office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who easily adapts to change, works independently and exceeds expectations. I am able to manipulate multiple priorities and to meet tight deadlines without compromising quality.

Professional Experience
November 2014 – July 2017

Spine Care Centre – Kaslik Branch
Admin Assistant
· Dealing with phone calls, emails enquiries and appointments;
· Resolving any administrative problems related to clients or staff;
· Planning meetings and taking detailed minutes;
· Helping in recruiting, training and supervising junior staff;
· Updating and maintaining office policies and procedures;
· Developing soft and hard copy filing system;
· Preparing and updating monthly financial reports;
· Submitting and reconciling incomes and expenses reports;
· Preparing bank reconciliations;
· Running petty cash according to preset standards and procedures;
· Posting payments and charges to patients accounts and collects co-payments;
· Preparing salaries and managing leaves (Holidays – Annual - Sick).
August 2012 – November 2014

Ets. Jihad Chahine (Rental Equipment Company – Event Planner)

Accounting and Office Manager

· Managing the showroom and the depot;
· Being responsible of the delivery orders;
· Preparing salaries, overtime and bonuses;
· Preparing all the invoices and being responsible of all the suppliers accounts;
· Controlling stock;
· Planning clients packages;
· Monitoring and controlling weddings orders.

November 2010 – June 2012

Megamart S.A.L. (Hokayem S.A.L. previously)

Head of Accounting Department

· Managing a team of three accounting officer;
· Preparing schedule and overtime;
· Responsible of bank relation;
· Managing home appliances loans;
· Utilizing strong skills in communication and negotiation to build mutually beneficial relationships with customers.
Education

Lebanese University, Fanar
Bachelor of Public Relation and Marketing, 2011
Ecole Secondaires des Filles de la Charité - Achrafieh 

Baccalaureate in « Literature and Humanities », 2006
Technology

	Software:
Computer Skills:  
	Argus

Navision

Wizard 

MS Word

MS Excel

MS PowerPoint
MS Outlook




Languages

· Arabic (Native or bilingual proficiency)

· English (Full professional proficiency) 

· French (Full professional proficiency)

References available upon request
