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	Kamel El Zein

Administration Manager
UMP ( Universal Metal Products) Lebanon
Beirut, Lebanon

Universal Metal Products – Mont Leb, Lebanon.

Administration Manager                                                                                              Jan’ 17 - Present

Inesfly Africa Limited - Accra, Ghana 

Administration and Corporate Sales Manager                                                       Jan’ 14  –nov’ 16
Cotrade S.a.r.l – Beirut, Lebanon 
Administration and Sales Manager                                                                          Jan ’11 – Dec’13

Abnia Cement Product LLC – Abu Dhabi, UAE 
Senior Accountant, Financial Controller                                                            Jan ’09 –Dec ’10
Al Ansari Financial Services  – Abu Dhabi, UAE
Broker Representative                                                                                                 Jul’06 –Jan ’09
Target Engineering Construction – Abu Dhabi, UAE
Accountant, Cost Controller                                                                                       Jan’02 –Jul’06
	Contact Details 

Accra, Ghana, 
+233 24 688 8000
Beirut, Lebanon

+96171352452 

zeinkamel@hotmail.com

	
	Personal Details 

Date of Birth: 27 April 1976
Marital Status: Married

Languages: English, French, Arabic

Driving License: UAE – 552831
Nationality: Lebanese

Visa: Visit visa
Passport: 1875914


Career Summary
Over 15 years of vast experience in Sales, Procurement, Administration, Accounting and Finance.
Sales Experience
· Leadership: Management and simultaneous follow ups with HR Department on performance and  staff evaluation, Management with Finance Department on Client portfolios for Sales and credit strategies, and essentially motivating sales Executives. 
· Enhanced Reporting: Generating daily inter department reports to ensure maximizing productivity and work quality, weekly and monthly basis for managerial reporting over sales and inventory, requisition tracking sheet, assets, Vehicles Reports.
· Policy Implementation: Ensure costing and budgeting for sales and administration departments with efficiency and time saving, to generate and lead implementing organization policy and plans
· Contract Management: Developing relation with clients, Ensuring tenders processing efficiently. Negotiation and Contract implementation under organization policy.
· Developing Solutions: Providing Systematic Operational Structure and Planning, Ensuring Safety Procedure, to logistics and administration within organizational policy.
· Operation Management: scheduling and coordinating logistics for product delivery on time, inspecting quality of product before delivery and internal procedure for the matter is generated for the purpose.
· Client Relationship: Develop a constructive client networks, based on objectives, priority and plan as per company procedures
· Building relations, advocacy, inter relation with other clients or potential client and commercial companies on sales, procurement and logistics issues. 

· Training: Ensuring staff full awareness about the products, insuring on developing staff sales skills, enhancing inter communications between staff; through implementing training sessions and daily interaction with my team. And Ensuring that Logistics System, procedures and working practices are adhered to.
· Anticipation: Always maintaining market awareness to all competition and opportunities related to our products, to enhance anticipating any future problems or opportunites.
Procurement Experience
· Procurement Management: Supervise Supply chain (Quotation, Arrangement of Delivery, Quality Confirmation, and Payment) Directly responsible for the supply of all Machinery, spare parts and items required, through procedure to an accurate level of details. Standard tolls and templates are utilized..
· Providing Hands-on supervising and support to logistics support staff. To ensure that they are knowledgeable and competent in the daily execution and prioritizing of their tasks such as the order requisitioning process, inventory & assets as vehicles and machinery.
· Monitor of Orders with Accuracy, Keep the different department informant through sharing monthly procurement follow up, Contract follow up with supplier if necessary, Ensure efficient supply plan with all department accordingly, Check the supplies (quality, Price, Procedure), supervise and inventory management, revise and update regularly price list and client list. 
· Analyze and updating: full knowledge of production process, with the coordination of the Operation Manager always updating for latest technologies to enhance manufacturing methods, finding substitutes for items needed.
· Support and Coordination: Maintaining full data base and support for briefing on suppliers. Ensuring proper communication (Suppliers, Supply Manager, Finance and Operation).
Documentation: Very well organized, ensuring proper and clear documentation through all the supply process. 
Finance Experience
· Book Keeping: Supervise the preparation of statutory books of accounts, bank re conciliations and the consolidation of reports

· Policy Implementation: Ensure implementation of all policies, as per the Labor Law, with regard to financial disbursements to the employees

· Payroll Generation: Administering the Payroll Department, entailing the payroll for over 300 employees

· Account Management: Responsible for the entire Accounting System,  and Software Controls and successfully carrying the following additional responsibilities: 

· Monitor the accounts payables and receivables

· Following up on the invoicing and payments by the clients 
· Risk Management: Identify all the Risk Areas by conducting surprise internal audits, and placed the necessary controls and procedures in place 

· Credit Facilities: Securing optimal credit facilities for the company 

· Bank Relationships: Liaising with the banks and other financial institutions, and signing all the cheques and other banking documents jointly with the Area Manager

Administration Experience
· Security Management: Ensuring that effective security measures are taken for the offices, sites, stores and camps
· Legal Compliance: Ensuring the compliance of all the legal and regulatory requirements related to Human Resource Management

· Staff Documentation: Possessing complete authority to sign all the labor’s legal documents which included visa and immigration documentations and other government related documents as well. 

Broker’s Experience
· Licensed broker representative for both Abu Dhabi and Dubai Financial Market.  
· Research: Researching and documenting studies for financial analytical reports that lead to scientific recommendations. 
· Stay abreast with the knowledge for both market trend and fundamental analytical reports to ensure sound investment decisions. 
· Reporting and follow up: Track and forecast activities and information for most listed companies on both Abu Dhabi and Dubai Financial Markets.  
· Client relationship: Establishing direct strong relationships with local and international clients by managing their portfolios through information exchange and scientific financial consultation. 
· Legal Compliance: Awareness of all legal regulations and legislative procedures to ensure correct achievement of the work, by contracts made with clients till follow up with correspondence related

Seminars Attended
· ISO Internal Audit & ISO Management Representative

· Computer Software: MS Access
Academic Background 
· BS in Finance
American University of Science and Technology
2000 | Beirut, Lebanon
