Name and surname: Christelle George Sarrouf                                                                                                Lebanon – Beirut: Achrafiye                                                                                             Mobile: +961-76780532                                                                                                         Email: lovelygirl_114@hotmail.com 

Personal summary:                                                           
My 5 years of experience, knowledge, competence, independent and analytical thinking and valuable skills in teaching the English language have afforded me the opportunity to become an expert in speaking fluently English , Being and having •Strong ability to work under pressure • Adaptable and flexible, • Quick thinker • Adds Value through challenging established practices • Working towards common goals • Play a significant role in short and long-term organizational planning, • Adaptation capabilities, • self-motivated, •  Capability to work in multi-cultural environment • Confident, enthusiastic with positive attitude • Contract Negotiation and client satisfaction. Presentable personality and trustworthy. And also have a willingness to learn. Currently looking for a suitable receptionist or secretarial position with a progressive company.
Work experience:
July 2005→2009:                                         Secretary in a doctor office with Marwan goson– Beirut – Lebanon 
→ Screening calls and taking messages                                                                                      → scheduling and confirming appointments, transcribing dictation.                                                                  → using the computer for typing the letters and the e-mails quickly and accurately                                                                                                 → updating patient records, attending to patients when they arrive to see a doctor                                     → running the office smoothly and efficiently                                                           →filing, archiving, photocopying, scanning and faxing documents                                                        

October 2011:                                       Secretary in a consulting engineering company  Beirut-Lebanon
→ answering to the phones call and taking notes                                                                                                                  → scheduling meeting plus maintaining archives and greets visitors                                          → managing papers and electronic filing systems, handles and routes mail and operates a variety of office machines such as computers,telephones,fax machines.                                               → preparing the agenda well on time and disseminate the same to all members                                       → using the meeting agenda as guide plus have a great level in writing                                   


KEY SKILLS AND COMPETENCIES
→Excellent telephone manner.                                                                                                 → can offer a warm & friendly greeting to visitors.                                                                                       →Smart, presentable appearance                                                                                                   → Ensuring a efficient running and operation of the Reception Desk.                                        →Good organization and prioritizations skills.                                                                      → Self-motivated, proactive & hardworking.                                                                          →Ability to listen and anticipate.                                                                                               →Good IT skills Word, Excel, Email and Internet.                                                                      →Accept and adhere to the need for strict confidentiality.
 ACADEMIC QUALIFICATIONS
[bookmark: _GoBack]Oct.2001- sep.2005: college de note dame de saint Coeur jdayde                                               Oct.2011-june.2014: American center sin el fil (5 certificates from Cambridge in English)
Mother tongue: Arabic 
Other languages:
English:                                                                                                                              reading skills:              excellent                                                                                             writing skills:               very good                                                                                              verbal skills:                 excellent 
French:                                                                                                                             reading skills:              excellent                                                                                                  writing skills:               excellent                                                                                          verbal skills:                 excellent                                                                                               
Personal information:
Nationality: Lebanese                                                                                                           Date of birth: 14th February 1991                                                                                        Material status: single                                                                                                             gender: female
References available upon request
             










