Curriculum Vitae

	VIVIANE FARES        

Amchit - Jbeil

	Mobile: 70 448927
Home: 09 623452
Email: 
Fares.viviane@gmail.com
D.O.B.: September-28-1991
Lebanese, married 
	


	Formation

	2015 - 2018
2010 – 2013    
	Master degree in Business Management _ Holy Spirit University of Kaslik-USEK.
BA degree in Journalism and Public Speaking, American University of Technology- Halat. 



	2008 - 2009
	Baccalaureate in SE, "école Secondaire Officielle de Amchit".


	Experiences

	· 2018-till present: activity coordinator for the primary department _ SABIS international school _ Adma.
Job purpose: planning and organizing academic, sports, and art activities in and outside school.
· 2018-till present: Advising teacher for the primary department_ SABIS international school _ Adma.

Job purpose: providing educational guidance and assistance for students.
· 2012-2018: supervisor / assistant AQC (academic quality controller) for the primary department _ SABIS international school _ Adma.
Job purpose: - Responsible for the discipline issues to maintain an environment with limited amount of infractions/misbehavior in school. 

· Communicating with parents to keep them informed/updated on the Progress of their children.
· Preparing exams Schedule, seating plans, and correcting exams requested by parents. 
· 2008-2012: Front office receptionist _ Hotel Bel Azur _ Jounieh.
Job Purpose: handling the front office and administration duties including greeting guests, handling company inquiries, sorting and distributing emails, keep updated records and files. 
· 2009-2010: Internship training _ Radio Liban Libre _ Radio Station. 
Job purpose: transforming written news into audio news, provide help radio producers and presenters to make sure shows/news are broadcast in and efficient manner. 
                                                                     References available upon request 
                                                                                    


	

	Computer Skills
	Database (Microsoft access), Microsoft excel-power point-word, outlook. 


	Languages

	English
	Fluent in writing, speaking and understanding.

	French
	Fluent in writing, speaking and understanding.

	Arabic
	My native language.


	Interests

	Art work, interior design, travelling, and planning events. 


	Hobbies

	Cinema, Reading, chocolate making. 


