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Personal Information: 
 

	Nationality: 
	Lebanon

	Birth date: 
	11h of December, 1984

	Gender: 
	Female

	Marital Status: 
	Single 


Career Objective:
My objective is to enhance my career by joining a multinational company where my skills and competencies particularly in accounts and procurement acquired during my career shall be a definite asset to that company.  My skills, competencies and high drive to deliver shall definitely contribute to the success of the company by helping achieve the set targets, goals, as well as long term objectives while maintaining a sight of professionalism and responsibility.
Skills and competencies:

· Team Player
· Excellent communication skills.

· Excellent interpersonal skills.

· High drive to achieve

· Good technological abilities

· Good command of the English, French and Arabic languages.

· Good leadership skills

· Customer driven.

· Good reporting skills

· Excellent analytical skills

· Excellent planning and organizational skills.

· Customer relationship management

· Inventory management

· Excellent negotiation skills.

· Supplier relationship management

· Dispatching management.

Work Experience:

	Nov  2010 to 

JAN2015
 
	 

Go Mobile, Beirut, Lebanon. 
Authorized distributor of brands such as Apple, HTC, & Blackberry.

Position held: Senior Procurement Officer
 

Duties and responsibilities include but are not limited to the following:
· Handling material shortages.

· Coordinating with suppliers while placing orders based on material shortages.

· Reviewing quotations from suppliers while optimizing on the feasible deals.

· Purchasing of stocks based on inventory levels.

· Recommending new suppliers/ sources when needed.

· Tracking shipments in order to ensure timely delivery

· Handling the accounts reconciliations of customers and suppliers.  

· Conducting on the spot inventory count while ensuring minimal discrepancies

· Ensuring that all purchasing activities are executed as per the company policy.
· Updating management with new market prices when needed.




	Dec  2008 to 

Oct 2010
 
	 

Bureau Fares Saade, Zouk Mekael, Lebanon. 

Accounting and Auditing 
Position held: Accountant
 

Duties and responsibilities include but are not limited to the following:

· Handling banks and clients reconciliations while clearing pending issues.
· Processing all clients’ invoices.

· Preparing month end aging reports

· Following up on bank deposits

· Checking & controlling expenses

· Checking the maturity of postdated checks.

· Preparing collection reports, cash and checks.




	July  2008 to 

Dec 2008
 
	 

Banque du Liban, Jounieh, Lebanon. 

Banking 
Position held: Counter and Customer Service
 

Duties and responsibilities include but are not limited to the following:

· Dealing with clients enquiries.

· Promoting financial products and services to clients when needed.

· Helping customers manage their funds

· Answering questions regarding the bank’s products and services

· Contacting customers when needed for special offers and promotions offered by the bank.




	July  2007 to 

July 2008
 
	 

Audi Bank, Halba, Lebanon. 

Banking 
Position held: Counter and Customer Service
 

Duties and responsibilities include but are not limited to the following:

· Dealing with clients enquiries.

· Promoting financial products and services to clients when needed.

· Helping customers manage their funds

· Answering questions regarding the bank’s products and services

· Contacting customers when needed for special offers and promotions offered by the bank.




Education:

· 2005 - Fall 2008. 
University of Balamand, Lebanon. Bachelor of Business Administration
· 2002 -  2003:  

             Saint-Joseph School -Lebanese Baccalaureate: Sociology. Economy sector 
References:

References are available upon request.

