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Contact and Personal Information
Name: Ruba Afif Chamas
Place and Date of Birth: Jbeil, July 2, 1991
Nationality: Lebanese
Address: Jbeil, Voie13, Abdallah Nasser Bldg., F05, Jbeil, Lebanon
Phone: (+961)-9-942934 – (+961)-70-187390
E-mail: ruba.chamas91@gmail.com
Gender: Female
Social Status: Single

Career Objective
As a graduate student from the Lebanese American University (LAU), majoring in Political Science and International Affairs, and a minor in Legal Studies, I expect to have a job to apply my ability, improve my skills, and reach the heights of my career ladder. Working at your respectful and considerate company will be a perfect place to achieve my goals. I am a hard worker who can work under pressure, individually and in groups. I also have good skills in leadership and time management. I am well experienced in the working field because of the many jobs I had during and after my education.
Education
Lebanese American University
BS in Political Science/ International Affairs and minor in Legal Studies - 2013
BS – Political Science and International Affairs – Minor Legal Studies
Saint Joseph School
2009
Lebanese Baccalaureate – Economics and Sociology
Work Experience
Al

Ouayda investment group S.A.L (Beirut,Lebanon)

HR and marketing department (real estate agent)
· Work with clients for the purchase and sale of residential homes, working primarily from internal database of leads.

· Assist customers in the evaluation, appraisal and listing of residential homes for sale.

· Take customers to potential homes, provide guided tours and assist team members when showing homes.

· Do initial research on area homes to find comparison properties.

· Hold presentations, conferences and classes in the community to assist individuals in the home buying and selling process.

· Prepare accurate sales agreements within critical timelines.

July 2015-April 2017
Alam trading S.A.L (jbeil,Lebanon)

Accounting

· Performed accounts payable functions for expenses.

· Managed vendor accounts, generating weekly on demand cheques
· Managed financial departments with responsibility for Payroll

· Prepared company accounts and tax returns for audit.

· Coordinated monthly payroll functions for employees

April2015-July2015
Allianz Sna S.AL

Sales
Sell life, property, casualty, health, automotive, or other types of insurance. May refer clients to independent brokers, work as independent broker, or be employed by an insurance company.

March 2015-April 2015
Blom Bank SAL
Trainee

As a part of the retail team, I had my training program in different branches, mostly, Hamra, Ashrafieh, Jounieh, Kafarhbab, and Jbeil. My job is to sell Blom products and offers to clients and I was able to reach the targets. I am responsible for finishing up the contracts and keeping the clients updated. In addition, I am now able to open accounts for customers and proceed with car loans, housing loans, personal loans… I had training sessions as a teller and customer service operator. I have the knowledge about the hierarchy at the bank. Part of my job, was to schedule meetings with companies and customers outside the bank which made me get the experience I need to deal with different kinds of customers.
January 2013 – September 2014
Elegance SARL (Jbeil, Lebanon)
HR Assistant

· Responsibility for recording, updating, and maintaining the human resources database of all employees’ records and files. In addition to conducting the payroll process by preparing all related input and finalizing its issuance and handling the attendance reporting function. Communicate and coordinate effectively with all employees and provide HR assistance for all departments in a timely manner.
 December 2013 – January 2014
Jbeil Supermarket (Jbeil, Lebanon)
Cashier
August 2012 – November 2013
Private Tutoring (Jbeil, Lebanon)
Teacher

Private tutoring for students between grades 6 and 9 
September 2012 – Current
Forent SARL (Beirut,Lebanon)
Secretary and Operation
Secretary for company director, operations secretary, filing, reviewing job contracts, and preparing job meetings

September 2010 – June 2012

LAU – Supply Office (Jbeil, Lebanon)
Supply Office

Filing, preparing porters contracts, monthly checkup for cartridges and stationary

September 2010 – july 2013
Fluent in French, English and Arabic (R, W, S)

Interests and Activities
Swimming, Table Tennis, and Reading
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