Mohannad J. Hammoud

Haret Hraik, Beirut, Lebanon

Contact Number: +961 71 530 139

Email Address: mohandino85@gmail.com
Date of Birth: 28/11/1985

Synopsis:

An experienced Admin/ HR professional with a rich experience across various Industries and roles.
| am looking to learn and develop myself within the parameters of a professionally managed organization
to utilize my skills and knowledge for mutual benefit.

Education:

- Al-Zouman Institute for Commercial Airline Services Jeddah, Saudi Arabia.

Mar 2006- Mar2008: Commercial Aviation Diploma in Sales and Reservation. Mar 2006- Sep2007:
Diploma in IATA / UFTA Foundation Course

- Zahrat Al Sahra’a International School Jeddah Saudi Arabia. Sep 1998- Jun 2004: American High
School Diploma.

Additional Training and Courses:

- Initial Flight Attendant Course, Sama Airlines HQ Riyadh, Saudi Arabia.

- General Accounting and Stock Program, ACT Center, Beirut, Lebanon

Key Skills:
- Able Organizer

- Keen team player
- Detail oriented

Work Experience:

* Al Zouman General Trading Co. LTD “Swatch” Jeddah, Saudi Arabia. suwda tCh +

Alzouman General trading is a Joint Venture with Swiss watchmaker “Swatch”, our company is in the
retail business consisting of 100+ showrooms across the kingdom of Saudi Arabia.
Responsibilities:

Working from 1°t Jan 2012 to 15""Mar 2017 as an Administration Assistant my job includes the following:
-Assist Finance manager in daily activities.

-Follow up, issue letters and report showroom Municipality Licenses Renewal and Expiry.

-Update and file showroom rent contracts and documents

-Issue vendor’s payment cheques.

-Issue Purchase Requisition and Purchase orders for Company Purchases

-File and update All Company vehicles paper work and Maintenance Bills

-Issue Official letters.

Highlights:

| created a new filing system for showroom contracts and paper work, including both soft and hard copy
filing system for a confidential and easy access by designated personal.



https://en.wikipedia.org/wiki/Watchmaker

*Sama Leltyaran Co LTD Dammam, Saudi Arabia. Sama &

Sama LelTayaran Company Limited founded in 2007, was a Saudi low-cost airline based at King Fahad
International Airport, Dammam operating scheduled flights within Saudi Arabia and the Middle East.
Responsibilities:

Worked from Nov, 22" 2007 till 28" Aug. 2010 as a Senior Flight Attendant, my job included the
Following:

-In command of crew on Board.

-Welcome passengers, and maintain standard customer service protocol.

-In charge of cash sales and deposits.

-Check for safety on bored before flights and report any issues if needed.

-Keep warm friendly environment on all flights.

Highlights:

| achieved a high level of customer service, chose as the cabin crew of the month on more than one
occasion, received certificate for on time performance and grooming standards.

*Zahrat Al Sahra’a International School Jeddah Saudi Arabia.

Zahrat Al-Sahra’a is an institution that prepares international learners based on the core standards of the
American curriculum.

Responsibilities:

Started on 2" Sep 2006 to 2" Jun 2007 as a Front Desk Officer, my role included the following:

- Answer phone calls.

- Welcome parents and school guests.

- Take care of students files.

- Monitor teacher’s check-in and check-out

Highlights:

| was part in the team at the school new premises and helped to establish the foundations in the new
era of the school achievement.

*Amsel for General Trading Service and Contracting Beirut, Lebanon.

A Beirut based company working in variety of job fields including accounting, constructions and services.
Responsibilities:

As of Aug 2004 to Feb2006 | started as a trainee in accounts department and then | was promoted to an
Office Representative, Accountant and Data enterer my role was:

- Accounts entry on books

- Invoice Audit

- representative at Ministry of Finance and justice and other ministries when required.

Highlights:

Amsel was my first step in my career. | was part of the company growth as | helped establish a new
customer who requested our services.



https://en.wikipedia.org/wiki/Saudi_Arabia
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https://en.wikipedia.org/wiki/King_Fahad_International_Airport
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https://en.wikipedia.org/wiki/Middle_East
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f. Gen Trad., Serv. & Conl.

Beirut, Lebanon: 31/08/2010

Experience Certificate

To Whom It May Concern

This is to certify that Mr. Mohannad Jamal Hammoud,
Lebanese by nationality born on 1985; passport no.
RL 1414148/ issued at Beirut Oct 16, 2008; has Worked in our
company at the Department of Accounting to get experience in
the domain of accounting book holding and data entering, for
eighteen months started on August 2004 until February 2006.

During this period, he was nimble minded, well organized,
and professional worker.

This certificate has been issued upon his request.

Sincerely Yours,
General !Fﬁ_llanager
|

e

Osama Shahrour
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ZAHRAT AL-SAHRA'A INTERNATIONAL SCHOOL

Kingdom of Saudi Arabia - Jeddah
Lic. Mo, 28/5
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Attestation of work Experience

To Whom it May Concern,

Zsis Administration Affairs Office attests that Mr. Mohannad Jamal
Hammoud , who carries the Lebanese nationality and Passport No.
RL1414148 , has been hired as an Administrator ( front desk officer)

We certify that he was a dedicated and cooperative staff member,
and this certificate document is issued upon his request .

The School principal,
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Date - 18092010 2010/09/ 18 17 1l
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Service Certificate

Sama Airlines Company Lid. hereby certifies 82l Gl s5250 sl oy lallle L3S, Zag 5
that  the below mentioned  employee has s L1340 38 20 50 1 1 e 2 3,0 5ol 4 iy
worked at  the company. as per  the Al Sl
following details:

Personal Details duaidll clsplealf

Emp. Name : Mohannad I. Hammoud LEYENR PR VI P —, |
Nationality  : lebanese s A asal
ID/ Passport No. : 2016354199 2016354199 : jlsaly &iagl 5
Job Details 4 )l <ila glea
Employee No.: 544 S bl a3
Job Title : Senior Flight Attendant Jil o et BN i)
Service Details 4sdid] claples
Date of Hire : 20-Nov-07 20-Nov-07 : Opaih fog A
Date of EOS : 28-Aug-10 28-Aug-10 : Lasdll gl &y 6
We wish him/her the best of success in histher  Jfi e 8 3 Sl 1 L gl 11 il o
future carcer. Alaadl L fadla
Best Regards, cn lilas alls s

30 5all 310
Human Resources Department

fh=ama.com
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