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Personale Information                                                                                           

Hanane El Ghadbane	
Beirut - Ain Mraysseh
Lebanon
Lives: Choueifat
Mobile: (00961) (70) 934387
Email:hghadbane@hotmail.com
Born on 01/01/1989 – Beirut - Lebanon
Female, Single, Lebanese

Professional experience

2017 - present (Cover Plus - khaldeh) :

junior accountant:
                                                                                   Responsibilities included:

· Data entry, invoicing, receipts vouchers. 
· accomplish account receivable.
· Review and reconcile and the accounts and balance of the audit. 
· General ledger
· Monitoring and managing stocks.                                          

2016 (5 months) Money Sal – Sin El Fil:

Customer service executive
                                                      Responsibilities included:
                                     
· Follow-up (customers matters and concerns, scheduling..).
· Public relation (solving customers problems).
· Introduce the company through marketing (social   media, phone...).
· Finalize the deal (signature, receiving personal papers and giving checks or bank cards).
2015 – 2016 BHV-Jnah:

Section manager
                                              Responsibilities included:

· Following up on the requests, concerns and needs of customers
· Assessing an inventory control on a monthly basis.
· Supervising shop display. 
· Monitoring the stock level & the rotation of the products in the floor.
· Help the staff to contribute with the store by training and coaching. 
· Monitor the completion of daily tasks.
· Follow-up (target, achieving target, visual merchandising.)
· Buying from suppliers and company’s stocks. 

2010 – 2015 ABC Group:

Assistant  shop manager (Tommy Hilfiger –Achrafieh).

Assistant shop manager (franchise)  (carol Beirut souks-manager in charge)

Responsibilities included:

· Following up on the requests and needs of the customers
· Assessing an inventory control on a monthly basis.
· Supervising shop display. 
· Monitoring the stock level & the rotation of the products in the shop.
· Help the staff to contribute with the store by training and motivation
· Coach the team for providing an excellent customer service.
· direction and coaching the team.
· Monitor the completion of daily tasks.
· Giving feedback of the product and collection.
· Providing excellent customers service for VIP.
· Cash summary, expenses, reports and e-mails.

2015-2015 retail-inc:

Shop Manager (parfois -city center)

Responsibilities included:                                                         
· Managerial reports.
· Collection and products feedback.       
· Supervising all daily duties and requirement.
· Providing excellent customer service
EDUCATION

2009-2010 1 year  ( Political science) “ lebanese university”
2014 -2018  BA (Business management)  “arab open university” 
Course in accounting and auditing (pro.training centre) 

PERSONAL SKILLS

Self-motivated ,hard worker, active , trustworthy, sociable, presentable. 

Adapting to new tasks and assignments in an integrated team to fulfill company mission.


	Computer Skills	

· Microsoft Excel
· Microsoft Power Point
· Microsoft Word
· Outlook
· Computer systems:paradox-siicon-dolphin


Languages

French, English and Arabic؛Fluently spoken, read and written. 

Hobbies/Interests

Adventure, travelling, team building, sport.
		
Reference
Upon your request.
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