Abir Mohamad Ali Baydoun
Personal Information:                       

                            
	Gender
: Female                                                                                                   
Social Status
: Married
Nationality   
: Lebanese                       
Date of Birth
: 26/01/1991                           

Place of Birth
: Lebanon                                       
Mobile Number   : 00961 76 49 90 39
E-mail Address   : abirbaydoun@gmail.com

	                                       


Objective:


Pursue a challenging career within a well reputed organization that will fully utilize and develop my skills in contributing to the growth of the company. I describe myself as a very reliable, co-operative and friendly person aiming to work in a friendly, professional and supportive environment.
Educational Level:


[Management Information System (MIS) - BBA]
Scholarly Qualifications:

[2008 – 2012] [Lebanese International University – LIU]   [Saida, Lebanon]
[Degree: Management Information System (MIS) - BA]

Graduated with GPA: 3.11
[2005 – 2008] [Abbassiye Official High School]                     [Tyre, Lebanon]

[Degree: Lebanese Baccalaureate - SL July 2008 ]
Pragmatism Skills:

[2011 – 2012] [Online Translator]

[Kalimat Est.]        [Tyre, Lebanon]
· Translate different types of documents from English to Arabic and vice versa.   
· Translating mainly for Nestle Company, and Panasonic (brochures, articles, magazine..)
· Translating personal documents for international clients.
[March 2012] [Sales, Administrative Department (TRAINING)]

[SAAD IMPORT EXPORT]        [Tyre, Lebanon]
· Working under the director of the manager who is responsible for all the import and export operations.
· Completing data entry of inventory using and online accounting system.

· Ability to effectively manage and maintain clients’ expectations and show excellent follows through.
· Reviewing of the objectives set by the Department
[June – August 2009] [Executive Secretary (TRAINING)]

[ACTC College]        [Tyre, Lebanon]
· Managing appointments and meetings.
· Data entry of students’ information and accounting transactions using Microsoft Excel.

· Completing weekly reports supervised by the manager.
Skills & Qualifications:


· Fluent in spoken and written Arabic, English; French (good)

· Microsoft Office (Excel, Access, Word, PowerPoint, Outlook).
· Windows 98/2000/XP/Vista/7

· Excellent in typing (English and Arabic)
Languages:
                       
                        Speaking                         Reading                                Writing

Arabic              ( Excellent                    ( Excellent                          ( Excellent

English             ( Excellent                    (  Excellent                         ( Excellent
Hobbies:

· Internet.                                 
· Sport.
· Music.   
References:  

Available upon request                    
