CURRICULUM VITAE

PERSONAL INFORMATION
Name


: ELIE Georges KADA
Date & place of birth
: Achrafieh January 14, 1988
Nationality

: Lebanese 

Marital status

: Single 

Address

: ASHRAFIEH, MOUTRAN GHOPHRAEL STREET, BEIRUT, LEBANON
E-mail


: kadaelie@gmail.com
Telephone

: +961 70 333119
+961 1 332481
HIGHLIGHT OF QUALIFICATION 
· Seeking for a new challenge in a well reputable institution. 

· Maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

· Maintain high levels of behaviour and discipline.
· Perform professional responsibilities in accordance with pertinent goals, missions, and plans of the working environment.
· Self-motivated & fast learner to improve job performance.
· Patient, Flexible and Responsible.

· Organized & efficient under pressure.

EDUCATION  

2009 - 2012: “Business and Management”, Antonine University
2008 - 2009: “Marketing & Advertising”, American University of Science and Technology
2005 - 2007: “Comptabilité et Informatique”, Mont la salle Ain SAADE
PROFESSIONAL EXPERIENCE 
January 2015 – Present: Car Fleet Expert at Alfa Telecommunication
· Conducts weekly cycle counts, audit, and check on company cars
· Provide solutions to the employees and drivers transportation needs

· Physical check, follow up, and audit on vehicles in garage

· Invoices entry 

· Managing best deals with our garages’ owners and companies

· Managing projects concerning cars renovation and modification

September 2011 – December 2014: Customer Service Representative at Alfa Telecommunication 
· Answer calls and respond to emails

· Handle customer inquiries both telephonically and by email. 

· Research required information using available resources
· Manage and resolve customer complaints.
· Provide customers with product and service information
· Follow up customer calls where necessary                         
June 2008 – December 2010: Responsible of the shop “Bonjour” at REMCO -TOTAL    
· Holding the responsibility of the shop
· Ordering ,selling  checking new offers with suppliers 

· Making sure that everything is under control
ADDITIONAL TRAINING 

· Customer Service excellence

· Telephone Skills

· Communication skills
LANGUAGES & COMPUTER SKILLS  
Languages: Arabic, English & French
Computer skills: Windows Xp & various software applications: Word, Excel, PowerPoint,
Internet skills
HOBBIES 
Taekwondo, basketball, swimming, diving, Tennis
REFRENCES 
Available upon request 

