	AMIN ELIAS KHATER
Sabtieh, Beirut, Lebanon  ( Mobile: +961 3 553 626  (   Khater.amin@gmail.com
OBJECTIVES
A Dynamic, motivated team spirited & result oriented individual seeking skills & experience to contribute in your organization’s growth & objectives in the market, able to work on own initiative and as part of a team.



	work EXpERIENCE

Subway International BV                                                               Jal El Dib, Lebanon
Monetary compliance specialist / Office Manager                  July 2015-present
· Handle the collection of the Subway’s royalty in MEA and Africa region
· Reconcile and follow up with franchisees on their account statements
· Handle the legal actions in case of franchisees delinquencies
· Ensuring the office stationery supply is sufficient and creating the layout of the office.

· Handling the accounting entries of the expenses for the office 

· Keeping the company’s filing system in order
· Office Planning Anticipate office needs and develop possible solutions

· Budget Management Prepare annual office budget on expected expenses

· Use of a variety of office software such as spreadsheet, emails, and databases.
309 Urban House Hotel                                                                         Hamra, Lebanon
Receptionist/night auditor                                     June 2017- October 2017                               
· Perform combination of following duties for guests of hotel: Greet, register, and assign rooms to guests.

· Answer inquiries pertaining to hotel services; registration of guests; and shopping, dining, entertainment, and travel directions.

· Kept records of room availability and guests' accounts, using computer.

· Compute bills, collected payment, and made reservation changes for guests.

· As Auditor: responsible for daily earning reports, processing of credit cards, balancing and auditing fiscal inventory and completing "New Day" procedures for the hotel.

Byblos bank (Place de l’ étoile branch)                                       Beirut, Lebanon
Head Teller                                                    March 2010–June 2015
· Basic Teller Transactions (Cash deposit and withdrawal, check deposit and withdrawal)
· Handle all internal mail transactions between branch and head office
· Control the overall cash inflow and outflow of the branch

· Handle salary domiciliation

Lebanon Dance Academy



  

                 Sin El Fil, Lebanon

Assistant Manager               
   

                            1 October 2013– 31 January 2015
· Handle all Accounting, Marketing and Operations Department

· Learned and applied how to organize events and handle customer problems 
Alfa Telecom                                                                       Furn El Chebak, Lebanon

Customer Service representative (Part time)                                1 October 2009- 28 February 2010

· Handle customers phone calls from the Alfa hotline (111) 
education

	
	Al Kafaat                                                                                        Fanar, Lebanon 
Bachelor in Business Administration                                                               June, 2009
Concentration:  Accounting and finance 

Sine El Fil High School                                                              Sin El Fil, Lebanon 

Lebanese Baccalaureate in Sociology and Economics                                        June, 2006                                               


	Activities and hobbies
· Member of ”Les scouts du Liban ” since 1996 - latest tasks: chef de troupe for over 70 person  

· Member of the Lebanese DanceSport Federation support team (2014)

· Sports, camping, reading
· Salsa Dance instructor



	other Skills

	· Microsoft Office (Word, Excel, Power Point, Access, Outlook) 
· Software: T24 Globus, SUBS (Strategic Universal Business Systems), PMS (Property 

Management System)
· English, Arabic, French - Fluent 
· Spanish – Elementary proficiency 
	


