CONFIDENTIAL

The Manager 

HR Department

Dear Sirs,

I write to apply for the advertised job vacancy at your reputable organization, whereby I hope to get the chance to participate and add value in a successful growth-oriented organization, and enrich my expertise. Thus, please find enclosed resume for your kind review and evaluation. 

As an MBA graduate having more than 18 years of international diverse experience in the fields of Management, Finance, Human Resources, Procurement, Logistics, and Operations, in the Hospitality, Hi Tech, and Contracting Industries, I have faced and conquered various challenges set in my way, while dealing with people from diversified nationalities and cultures. 

Should you find my qualifications suitable for your vacant position, I would like to meet and explore the possibility of joining your team.

Please feel free to contact me for any further information and looking forward to hear from you soon.

Sincerely yours,

Hikmat Bou Doumit

+974-55748151 (Mobile, Qatar),

+961-4-981650 (Bikfaya, Lebanon)

+961-70-433166 (Mobile, Lebanon)
hbdoumit@hotmail.com
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   CV
Hikmat Bou Doumit
+974-55748151 (Mobile), Doha, Qatar
+961-70433166, 04-981650 Bikfaya, Lebanon
hbdoumit@hotmail.com

(Married, Lebanese, Date of birth: 15/9/1976)
Skills:_________________________________________________________________

Ability to work under pressure and meet deadlines. Leadership, team building and motivational skills. Strong organizational, analytical, decision making, and problem solving skills. Strategic thinking and project management skills. Meticulous and well organized. Business Acumen. Strong communication skills with ability to communicate with people at all levels of the organization and from different cultures. Maintain confidentiality, work with integrity and ethically. 
Work Experience:_______________________________________________________

· Admin & Operations Manager, Capital Security Systems (Security Systems Integrator. Agents of Pelco/Schneider Electric, Lenel/UTCFS, etc.), Doha, Qatar.
Manage the company Operations, Administration, HR, Finance, Procurement, Logistics, and coordinate with divisions on daily basis to promote the continued commercial success of the firm and to maintain an optimal, safe, efficient, and cost effective environment for the delivery of contractual requirements. Build company image, represent the Managing Partner, and coordinate with clients, lawyers, suppliers, bankers, and Governmental authorities. Manage risk, negotiate deals, do sales administration and project management. Participate in formulating and administering company policies, directing and coordinating divisional department activities to develop and implement long-range goals and objectives to meet business and profitability growth objectives. Review analyses of activities, costs, operations and forecast data to determine divisions’ progress toward stated goals and objectives. Confer with other managers and administrative personnel to review achievements and discuss required changes in goals or objectives resulting from current status and conditions. Develop, review, update, and implement business strategic planning. Oversee key projects and performance reports. Increase management's effectiveness by recruiting, selecting, training, coaching, counseling, and disciplining when required. Communicating values, strategies, and objectives. Assigning accountabilities, planning, monitoring, and appraising job results.
•
HR; Planning and Managing company Personnel and their requirements starting from the recruitment process up to their deployment on duty. Responsible for all human resources activities including interviewing, employment, processing Resident Permits (Immigration & Ministry of Labor), personnel relations, benefits, and training and development. Developing & applying procedures, sustaining a team working environment, and maintaining efficient productivity. Maintaining all legal requirements as per the Labor Law/ Immigration policies. Contribute to a harmonious employee relations climate by providing advice and counsel, and ensuring all the necessary policies and procedures are in place.

•
Finance; Managing the company Accounts Department, evaluating & approving contracts, managing company cash flow, and dealing with banks (financing company projects, bank guarantees, etc). Analyze expenditures and other financial information in order to develop plans, policies, and budgets for controlling costs, increasing profits, and improving services.

•
Procurement/Logistics; Managing the Procurement division, negotiating with suppliers, approving quotations/ purchase orders, supervising the complete procurement procedure from PO issuance to choosing the freight forwarder and the transportation mean (sea freight / air freight, etc.), to importing the order and managing its customs clearance and logistics until final delivery to site or warehouse in coordination with all relevant parties. 

     March 2005 – till present
· Accountant, Al Bustan Hotel, Lebanon.
Assisting the Financial Controller, booking various accounting entries, auditing contracts, doing banks’ reconciliation and bank transfers. Preparing accounting entries for F&B, inventory, and stores operations. Managing internal and external correspondence, auditing and coordinating with the Human Resources department for payroll preparation. 
    April 2004 – March 2005.
· Project Manager– E-Marketing, Hotel Al Bustan, Beit Mery, Lebanon.
I was responsible for the research, advertising, and marketing of Al Bustan hotel and its website on the internet through different types of local and international websites and travel agencies.


    July 2002 - April 2004.

· Assets Management - Task Force, Al Bustan Hotel, Beit Mery, Lebanon.

- Lead a team for doing fixed assets audit and physical fixed assets inventory, systematization (Abel Parc Software), and organization for the hotel and its premises. 

- Created procedures and systematized the assets’ movement and transactions around the various hotel outlets and operations.

    July 1998 - March 2005.
· Sales Representative, Network S.B. Ltd. (5 Index), Horsh Tabet, Lebanon.

- Demonstrated and sold business directories and advertisements on Internet and in the directories themselves.

            -  Sold information services and marketed recruitment services.

- Did public relation and market research to collect business data and information concerning the market field.

       June 1996 - October 1996.

Education:_____________________________________________________________
 M.B.A. - Management. 

Holy Spirit University (U.S.E.K.).

Kaslik, Lebanon.

1998-2002.

B.S. in Business Administration
     Notre Dame University (N.D.U.).           

     Zouk Mosbeh, Lebanon.

     1994-1998.

  BT3, Commercial Sciences

St. Joseph Technical College (Saint Joseph School).

Kornet Chehwan, Lebanon.  

1979-1994.

· Computer knowledge in Microsoft Office, Peachtree (Accounting System), Abel Parc (Fixed Assets System), Fidelio Front\Back Office System, and Fidelio-EMS (Engineering Management System).

Languages:___________________________________________________________
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Interests:__________________________________________
 Traveling, swimming, hiking, etc.

Any further information can be furnished upon request, thank you.
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