Curriculum Vitae
Waed Attieh
Date of Birth: September 26,1988
Address : Markabta, Minieh, North Lebanon
Phone: +9616461988, Mobile: +96170363748
Email: waed.attieh26@gmail.com
 

· Career Objective :

Seeking an Administrative Assistant position with a company that will allow me to fully utilize my communication, organizational, and problem solving skills 

      Education
  
              Master I MBF (2018-2019), Université Libano-Française ULF, Tripoli
                  Major: Banking and Finance 
              Bachelor degree BA (2008-2011), Université Libano-Française ULF, Tripoli
                  Major: Business Administration
[bookmark: _gjdgxs] Technical Baccalaureate (2004-2007), Technical official institute of Deir Ammar
     Major: Accounting and Computing

Training
   Accounting: UNITED for Accounting & Auditing (July 2008), Tripoli
    
   Accounting : Adnan Skaf for Accounting & Auditing (July 2010), Minieh
	 
	Excellent
	Very Good
	Average
	Poor

	Arabic
	X
	
	
	

	English
	
	
	X
	

	French
	
	
	X
	


Languages        

	

	


 
 Professional Experiences 
	2020-present  











2012-2020
	  Balamand University	
       Kalhat,Koura










Balamand University	
       Kalhat,Koura
	Assistant for records/ office of the registrar Helping students concerning their document requests/ clearance, process incoming request from users (transcripts, authentication of documents, enrolment certificates in different categories), assist with the exam registration, front desk, scan, filing...

Administrative Assistant
Filing, Correcting multiple choice exams, providing course description to students, booking classrooms...





 Skills                   MS Word, Excel, Access, Power Point, SPSS

  Hobbies            -Reading
                                     -Playing music 


References        - Hanna Nakat , Dean                                 
-Faculty of Arts & Sciences, University of Balamand    Hanna.nakat@balamand.edu.lb
[bookmark: _GoBack]-Esperance Debs , PhD , Biology & Environmental Sciences Division,      Faculty of Arts & Sciences, University of Balamand   Esperance.debs@balamand.edu.lb
