Job Opportunities

1- Account Executive
• Role includes: finding new business opportunities, training clients on system & handling collection from the market
• Bachelor in Business Administration or equivalent
• 3 to 4 years of experience in similar role
• Areas to cover: Jbeil – Batroun – Chekka


2- Administrative Assistant
• Role includes:
– Organizing and scheduling meetings
– Preparing meeting agendas, taking minutes when needed
– Writing and editing documents from letters to reports and legal documents
– Preparing communication, such as memos, emails, reports and other correspondence
– Answering phones and greeting visitors
– Creating and maintaining filing systems, both electronic and physical
• Bachelor Degree in Business Administration, Management or equivalent
• 3 to 4 years of experience in similar role
• Excellent English
• Excellent follow up
• Proficient in Microsoft Office (Word, Power point Excel)
• Typing: English & Arabic

3- Business Development Specialist
• Role includes:
– Conducting market research to identify new business opportunities
– Preparing presentations, proposals & legal agreements
– Visiting clients, negotiating and closing business deals
– Handling daily operations & follow ups on projects
– Submitting regular reports on business development activities
• Bachelor Degree in Business Administration, Marketing or equivalent
• 3 to 5 years of experience in similar role
• Fluent in Arabic, English, French
• Proficient in Microsoft Office (Word, Power Point & Excel)
• Typing: English & Arabic
• Excellent communication skills
• Excellent follow up


4- Customer Service Representative
• Role includes: responding to customer inquiries, processing customers’ requests on system, handling cash administration, maintaining high level of customer satisfaction
• Bachelor Degree in Business Administration or equivalent
• 3 to 4 years of experience in similar role
• Excellent customer orientation
• Flexibility in schedule is required
• Location: Hazmieh – Achrafieh – Saida – Jamous - Downtown


5- Marketing & Social Media Specialist
• Role includes:
– Conducting market research and analyzing trends to identify new marketing opportunities
– Working with the creative agency to execute marketing plan
– Generating ideas for company’s social media pages
– Writing, proofreading, and editing content
– Handling replies on social media pages
– Measuring the success of every social media campaign
• Bachelor degree in Marketing & Advertising
• 3 to 5 years of experience in similar role
• Candidate must have a background in graphic design to handle minor graphic design work
• Skilled in writing and editing content in Arabic & English with an attention to detail

6- Senior Graphic Designer
• Role includes:
– Handling all design projects, from conception to delivery
– Generating ideas to portray concepts and advertise products/services
– Creating visuals, illustrations, animated videos for website, social media platforms and for company departments and events
– Working closely with printing houses, getting quotations & best deals
– Visiting all stores regularly, taking necessary actions that preserves brand image
– Dealing with the creative agency
• 4 to 6 years of experience in similar role
• Bachelor degree in Graphic Design
• Proficient in design software
• Excellent English
• Excellent written Arabic
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