Sioufi, Achrafieh
Beirrut, Lebanon

Phone no: 961-1-613350
Cellular no: 961-70-886853
Email: Richard.horness@hotmail.com


Richard Horness                                               

Objective      Seeking a challenging administrative position, where I can practice my education and                     
                       Experience in a helpful manner. 
 Personal      ●   Date of Birth: 20 February 1989
  Data      ●   Nationality: Lebanese

                      ●   Marital Status: Single  
Education     Sep 2007- 
Bachelor of Business Administration in Business Administration and Finance                                                                                                                                  

       Jan 2011
            at American University Of Science & Technologie (AUST), Lebanon

                      Oct 1994-       
Lebanese Baccalaureate, Life Science Section
       
       June 2006

College Sacre-Coeur, Gemmayzeh, Lebanon

 Experience    March 2011              ABC (Head Office – Lebanon)
                        Feb 2013                 Training & Development Specialist – Human Resources
                                                      *   Train employees on technical duties and development skills.
                                                      *   Prepare the trainings and the training calendar.              

                                                      *   Prepare and run the Orientation for all the new comers.
                                                      *   Conduct regular Spot checks on the Sales force Team ( rules and regulations,
                                                           Selling techniques, Right Approach , grooming and Hygiene …)

                                                      *   Write and correct regular quizzes for the sales force on training they had and 
                                                            Information they should  know( Fashion Terminologies, new collections…)

                                                      *   Write Basic trainings.

                                                      *   Write Policies and Procedures.
                                                      *   Coordinate with all the training institutions to send employees.
                                                      *   Coordinate with the Finance department on Budgets of trainings.

                                                      *   Prepare Metrics of Budget usage for all the departments.

                         July 2007-
    ABC (Achrafieh – Lebanon)
       Feb 2011 
   Cashier
*    Handling ABC POS. 

                    *    Manage credit voucher on Win/DSS.

*    Cash Count at the end of the Shift.
*    Handling all types of transactions (opening deposits, discounts …)
*    Maximizing Customer satisfaction.
*    Gift Wrapping.
*    Collection of Customer Data.
*    Activation Of ABC gift cards on the CCM machines.
                                                      *    Contacting the Banks ( in case of system error on the credit card machines and  

                                                           Fix it, wrong cash withdrawals by the cashiers …) 
                                                      *    Handle and train all the new seasonal employees ( Christmas  and Summer ..)

Training           Training on: Performance Management  by Phi Management.
 Sessions                                A.F.N.A.  by ABC
                                               Shoplifting  outsourced.    
                                               Tax Free Training and Certificate by Global Blue Academy.

                                               Fashion Terminologies and Retail Terminologies By ABC

                                               Falsified Money and Credit Cards by BDL
                                               How to Run an On-Job Training outsourced
 Languages     Arabic (Mother language, Fluent) / English (Fluent) / French (Fluent).  
           Skills    Office:   MS Office, Access, Excel, Word, PowerPoint        
                Activities     Kickboxing, Swimming, Skiing and Basketball                                                                
 References    Upon Request.  
