Sara Manasfi
Date of birth: 03/07/1994	Address: Salim Salam-Beirut-Lebanon Status: Married	Mobile: +961- 81712746/ 1 373 250
Nationality: Lebanese	E-mail: sara.manasfi@hotmail.com


PROFESSIONAL EXPERIENCE
May 2019_ present: Assistant Building Supervisor at American university of Beirut (AUB) for students housing

· Assist the building supervisor in maintenance requests, storage details, receiving purchase orders.
· [bookmark: _GoBack]Provides several administrative tasks
· Maintains proper documentation of the check-in and the check-out processes of both students and guests.
· Answers telephone calls, distributes the mail, and leaves messages to the parties concerned.
· Maintain inventory of all office supplies and equipment.
· Performs other duties as requested.
· Report malfunctions to building supervisor and students Affairs 

Mar 2017 – May 2019: Monitor at American University of Beirut (AUB)

· Greet and guide students and visitors to appropriate offices/rooms.
· Reports the names of students who violate established rules and regulations.
· Observes and reports any unusual behavior among residents that may result in injury for self or others, damage to property.
· Answer multi-line phone to provide service and information to students.
· Assist with orientation and registration.
· Checks the residents’ lists and reports irregularities. Frequent checking of the shared online folder found on every reception’s PC to check the latest updated residence room’s assignments.
· Maintain inventory of all office supplies and equipment.
· Provide secretarial support to Student Affairs staff.
· Perform other duties as assigned.

Jul 2016 – Sep 2016: Summer relief at AUB Medical Center (AUBMC)

· Receive diet order information from the various units through a system.
· Monitor patient trays to ensure patients receive their correct meals.
· Prepare the heading of special menus.
· Perform other duties as assigned.

Jan 2015 – Jun 2016: Instructor assistant at Green Lebanon School

· Assisting instructors in their tasks.
· Giving extra sessions and activities.
· Perform other duties as assigned

EDUCATION       
2023 _ present : Project Management Program  AUB (Diploma )
 
2021-present: PHD in Organizational Behavior &Human Resources Management 
     BAU: Beirut Arab University – School of Business
 2020- 2021: Master’s in Human Resources (MHRM)
BAU: Beirut Arab University – School of Business

2015 – 2019:	Bachelor Degree in Business Management
Lebanese International University - School of Business, Beirut, Lebanon

2012 – 2013:	Baccalaureate in Sociology and Economics Section
Saint Severus College, Beirut, Lebanon

COMPUTER SKILLS

Oracle, Excel, Word, PowerPoint and All Microsoft Office LANGUAGES
English: Fluent (certificate for CEC Building at AUB level 5); Arabic: Native


AUB TRAININGS / WORKSHOP
· Body language says a lot
· Awareness on AUB policy against harassment and discrimination; 3- First Aid training
· Fire Safety
· Customer Excellence
· Email Etiquette
· Remaining Optimistic : Our Health & wellness 
· Data Analysis Using SPSS
· Dealing With Difficult People 
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