                                                               PHONE: +961-70768830
                                                                                  E-MAIL:  mezherlayale@outlook.com
Layal Mezher

PERSONAL INFORMATION        

   - NATIONALITY       : LEBANESE

 - DATE OF BIRTH    : 24/10/1983

 - ADDRESS              : West Bekaa Mansourah ground floor, Lebanon 

PERSONAL OBJECTIVE

· My primary aim is to looking for a position, which will allow me to use my excellent organizational skills and where my educational background will be put to best use .

· I am dedicated and result oriented person committed to organized work in dynamic and challenging environments. Able to work on own initiative and as part of a team. Motivated to achieve deadlines, Able to work under pressure.    

WORK EXPERIENCE                            
January 2007 – Current: 

      • Hachem Law Firm at Achrafieh, Beirut:

         ( Mr.Antonio El Hachem President of Beirut Bar Association ) 

          Administrative secretary :

· Filing

· Typing emails and other documents.

· Sending emails and faxes.

· Photocopy.

· Organizing meetings and schedule.

· Answering phone calls.

EDUCATION              

-2012-2013           

 Institute technique official (Dekwane)  

  TS3 Business & Organization
-2005 -2006         

ALLC (Sin el fil) 

Ticketing

-2002-2004  

American Languages (sin el fil )

English courses

- 2000-2001
Terminal ( Saint Coeur/Marjeyoun)

Economie - Sociologie

LANGUAGES 

· Arabic: Mother tongue.
· Good working knowledge of French and English.
IT Skills
· Familiarity with windows packages including Microsoft office:

  word, Power Point , excel, outlook  and internet explorer.

· Typing :

        Fast in English , French and Arabic.

REFERENCES

· References and letters of recommendation available on request.

