
[image: image2.png]



Sonia Cherfane 
[image: image1]                                                                                                
	Mansourieh – Aylout Road
Mobile: 961 03 608018
sonia_cherfane@hotmail.com
Marital Status : Married



Objective
      

To obtain a position in the Management ( Personal Assistant to General Manager, Administrator Officer, , Office Manager, Project Manager) that will enable me to use my strong organizational skills, educational background and where my experience will significantly contribute to the overall success of the organisation.

A team player with excellent communication skills on all levels.
 Key qualifications:

· Experience as Administrator in an Italian NGO and Assistant to Chief Executive Officer, assuring all administrative works and accounts Projects reference the international standard of International Organization and assume permanent support to the Managers in following Projects, preparing budget for Projects. Handling and updating files and contracts of employees and consultants.

· Ability to deal with people, leadership skills.

· Wide experience of the procedures of various donors as the European Union, European Commission, Italian Cooperation, Italian Foreign Affairs Ministry and Closing Projects upon the requirements and procedures of Donors.

· Excellent communication skills with external agency (Banks, Audit Company PWC, Deloitte and Internal Audit Al Khabir for Consulting).

· Dynamic, flexible, and willing to work in a social environment.

Employment

March2014-to present                   .PSLAB
.PSLAB are "designers-manufacturers” of light; from conception to design and delivery, the firm takes care of the entire process, working closely with its clients on customised, site-specific lighting solutions that are produced through a combination of handcraft and machinery in Lebanon, Stuttgart, Helsinki ,Bologna and Dubai.
.

Job Title: Personal Assistant CEO  & Paralegal Assistant 
Ensure the compliance of all administrative and financial procedures in confidential manners 
• Guarantee the application of all administrative, financial and budgetary procedures 

Implement administrative tools
• Respect the deadlines setup by HQ Administrative Department; 
• Ensure specific bank procedure and relative documentation;
• Ensure monthly budgetary monitoring of projects;
• Assist in preparing financial documents for branches ensuring respect of their guidelines & procedures;
• Control monthly and forecast budget and make connections with current activities (create relative documentation);
• Follow and correct budget allocations of the projects;
• Take part in files set up in order to draw up financial reports (intermediate and final), amendment requests and contractual files;
• Contribute to the development of budgets for new project proposals. 
Administrative assistance for Expatriate:
• Assist on the administrative management of the expatriates: visas, plane tickets, recording, and movement slip, ask of advances on allowances and breaks; 
• Set up and update information document Lebanon mission intended for expatriates. 
Administrative assistance for Local Staff

•In charge of Petty Cash personal and family 

•Maintaining a legal confidential filing in properly system
•Handling and following all correspondences related to the CEO 

•Setting & organizing agenda & calendars (CEO & Legal issues)

Employment

May2012- Jan2014                      Jiyeh MH Hospital - Jiyeh 
Abou Shakra Properties”, is a subsidiary of Abou Shakra offshore that operates on the Lebanese Territory.

Jieh Hospital (Dr. Monzer El Hajj Hospital) l is the first institution that Abou Shakra Properties had invested in Lebanon. The hospital was totally refurbished, expanded and equipped with new medical equipment covering all specialties.

Job Title: Assistant to CEO
· Handle, follow and finalize confidential information and files in a professional and discreet manner.

· Provide assistance and support to CEO.

· Conducts research, assemble and analyze data to prepare reports and documents.

· Reviews operating practices and implements improvements where necessary.

· Ensure that various administrative tasks are done in an effective and efficient manner, including copying, reviewing outside mail, drafting correspondence and maintaining executive files as needed.

· Manage external contacts for CEO, proactively understanding who they are, which priority contacts are and keeping track of periodic communication needed for priority contacts.

· Management of the CEO’s Diary and Appointments.

· Assist the CEO to manage the output, workflow and office deadlines.

· Take and relay accurate and timely messages from Directors and subordinates.

· Manage internal staff relations and manage conflicts.

· Answer queries where possible.

· Collect and open all mail addressed to the CEO, record and diffuse minutes for CEO’s meetings.

· Draft, type and dispatch all the CEO’s correspondence, liaise with relevant individuals, external organizations meetings

· Interacts with external clients.
· Prepare agendas and draft minutes

· Maintain a comprehensive filing system.

· Coordinate and prepare presentations.

· Bring cross-functional coordination between programs and departments.

· Co-ordinate CEO’s travel arrangements and proactively .coordinate the pre-planning of trips with various internal .functions, including arranging appropriate travel, visas, agendas and necessary contacts.

· Perform  media relations and promotional work when necessary 

· Manage effective contacts and coordination with the Governing Board for any issue in the Operation.

· Act as the CEO’s representative and ambassador to external constituents as directed.

· Performs other related duties when requested such as establishing business and feasibility plan , issue administrative reports , attends various committee meetings   

· Prepare agenda in advance; assist with and provide .research/background information, content development, and creation of presentations and coordinate meetings.

· Understand organizational policies and procedures necessary to ensure appropriate decision-making protocols are followed.

· Anticipate the CEO's needs and proactively bring together appropriate people and resources to support the executive in addressing issues.

· Manage the daily schedule of CEO, ensuring that she knows her schedule 24 hours in advance and keeping appointments and meetings on time or changing schedules when necessary.

· Develop and maintain a system that alerts to upcoming deadlines on incoming requests or events.

· Act as the lead in preparation for weekly chiefs Meetings, including tracking, monitoring and following the progress of open action items, drafting the agenda, setting the timetable.
· Monitors, supervises and implements the adopted quality and safety standards by the hospital. Includes establishing policies and procedures, preparing quality improvement plan (QIP) and reviewing them regularly, observing safety policies and procedures, risk plans and ensures their implementation in the work setting.
· To review and verify payments requests and their supporting documents for accuracy and legality.

· To receive on daily basis the cash statement and bank reconciliation and check the availability of any payment under the Budget.

· Monitoring and Updating on daily Basis the Budget.

· To collaborate with all office departments to follow up payments, accountability and administrative procedures in general.

· To attend Board Meeting in person and diffuse the Minutes of Meeting.

·  To collaborate with Accounting Department and the System Administrator to submit financial reports.

· To present a weekly budget updated using the budget prepared and approved by the Board.
· Manage and supervise all the division held directly by the CEO’s office
· Take full responsibility in management of the CEO’s Office.

June2004- October 2011            
           AVSI (Italian Non-Governmental Organization NGO)





           Jounieh - Ghadir
AVSI carries out its mission through the planning and implementation of medium and long-term sustainable projects and emergency relief operations with local associations, governments and international agencies.

AVSI is working in different sectors of intervention: Social & Education, Agriculture, and Irrigation Water Supply & Infrastructures.

Job Title: Administrator Officer 
· To review and verify payments requests and their supporting documents for accuracy, legality and conformity to organization’s and donor policies and procedures.

· To perform and ensure proper and accurate coding of transactions, allocation of charges in conformity with organization’s policies and procedures.

· To file accounts (reference to the Software currently utilized by the office) and records of all expenditures and revenues. 

· To file (hard of soft copies) all transactions and expenditures of the office’s’ projects. 

· To make payments by cash following the established procedures. 

· To carry out cash counting and reconciliation on daily basis. 

· To prepare payments by bank checks, transfers, bank drafts.

· To record daily all transactions and expenditures in the administrative software.

· To check statements of the bank with the office records and preparing bank reconciliation statements.

· To handle and Update contracts and Employment agreements.

· To follow up annual leave and all issues related to Employees and consultants.

· To collaborate with all office departments and other partners to follow up payments, accountability and administrative procedures in general.

· To attend coordination meetings (in person of through other personnel from the adm. department).

· To collaborate with the program manager(s) to submit financial reports using authorized an approved accountability system(s). 

· To collaborate with local partners and project holder’s to ensure proper accounting procedures.

· To present monthly a budget updating using the budget control system.

1988-May 2004


Al Handasah Magazine
A Pan Arab magazine) for Engineers, Architects and contractors published in Lebanon and distributed to all the Arab World and Far East

Job Title: 1992-2004 Administrative and Financial Officer

· Responsible of Administrative issues of the magazine, Monitoring the subscription department, the distribution and all relationship with advertising agencies , printing company , distribution company and stakeholders.

· Hold the Capacity to choose quality and quantity of printing.

· Coordinate with our representative in the Arab Countries.

· Make payments and carry out cash counting and reconciliation. 

· Manage bank accounts and power attorney to sign checks, authorize deposits, withdrawal and Exercise all necessary bank operations. 
1990-1991 Human Ressources Officer

· Administer compensation, benefits and performance management systems

· Identify staff vacancies, interview and select applicants.

· Provide current and prospective employees with information about policies, job duties, working conditions and employee benefits. Maintain records of employees

· Perform contracts and letters of reference for employees.

1988-1989 Distribution and Subscription Officer

· Responsible of all distribution copies in all Arab Countries, Lebanon and Far East handling relations with all Distribution Agencies.

· Responsible and Managing all subscriptions. Follow up and correspondence with subscribers following special software.

· Handling all advertising booking and proceeding payments and contacts with all advertising agencies in Arab Countries and Far East.

Education

	Collège des Saints Cœurs - Jdeideh 


	BT3        Sciences Commerciales      1985

	Lebanese Universal College LUC - Hazmieh
	TS3        ACCOUNTING                    1988

	Lebanese Universal College LUC - Hazmieh
	TS3        Business Computer             1989

	MECAT UNIVERSITY(Middle East Canadian University) – Hazmieh Branch
	BBA       Business Administration       2002

	Gates -LGU 
           
	Course: Healthcare Management & Quality  - 2013


Skills

Internal Skills :  I have analytical skills, able to self learning new technologies and adapt to changes
Language Skills: French, English, Arabic (both fluent spoken & written) Italian (fair)

Computer Skills:

     OS: 

Windows OS

Software: 
Word, Excel, PowerPoint, Adobe Photoshop, Outlook Express 

                      Onyx Payroll System- HIS- Visual Dolphin Software Accountancy
Interests
Reading, Music, Travelling, Swimming
Reference

vailable upon Further request
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