Angie Barbour

Amchit - Lebanon
+961 71346898
Barbour.angie@hotmail.com




 
Objective:

Seeking a position with a multinational organization where I can apply my knowledge and interpersonal skills to contribute to the success of the organization with the potential of career growth.




 
Education: 	

September 2015 - current year: 
 Last year business management at AUL Kaslik Lebanon	 
Two years at the Lebanese university/ faculty of law 
Graduated from high school with humanity and literature at Lebanese official high school baccalaureate second part. 
 
 	 

 

Work experience:

November 2017-till now, TETCO, Lebanon
         Office Manager:

· Organizing office operations and procedures
· Designing filing systems
· Keeps management informed by analyzing special reports and summarizing information
· Answering calls.


May 2015-September 2017, Babel, Amchit, Lebanon guest relation: 
[bookmark: _GoBack]▪   Analyzing and planning restaurant reservation and floor planning.
· Receiving calls and feedbacks, and solving guests’ complains.
· Meeting and greeting customer and organizing tables’ reservations.
· Assist the restaurant manager in staff management, training, evaluation and promotion.
· Responsible of reservations and floor managing for any special event in the dining area.
· Assign duties for guest relations agent and direct their performance.



 	
March 2017-August 2017 Blom Bank, Retail, Lebanon
              Domiciliation Department 
               Trainee:

· Handle data entry into the SFA system.
· Cross selling meetings.
· Meetings with companies concerning domiciliation offers.


Competencies:

· Profound ability to identify and resolve problems in a timely manner and develop alternative solutions.
· Respond promptly to customer needs and requests for service.
· Ability to find business technics to promote any product.
· Negotiation skills
· Excellent knowledge in computer: CRM, OMEGA, MICROSOFT OFFICE, SFA, INTERNET SURFING.  


 	
Languages:     

· English (fluent)
· French (fluent)	
· Arabic (native)


Activities:
        
· Member of the Business Student Association at AUL 
· Involved in organizing many events on campus such as non-smoking
Campaigns, ect..
 	 
 
Personal details:

	Sex:		Female 
D.O.B: 		27th of August, 1995 
Nationality: 	Lebanese 

Hobbies:	Sports (Dancing and horse riding), camping, music and cinema     
 	  
References:	available upon request.
 

 	 
 	 
 	 

 	 
 
 
