Mazen Al Ghazal
[bookmark: _GoBack]OBJECTIVE
Seeking a challenging full time job in a progressive organization that offers opportunities for advancement where my skills can be employed and developed.
PERSONAL INFORMATION
Full Name:        Mazen Marwan Ghazal	
Marital status: Single
Nationality:       Lebanese
Date of Birth:    15/11/1977
Mobile:              +961-70 810 180
E-mail:               ghazello@hotmail.com
EXPERIENCE
May 2018 – July 2019: Le Patio Boutique Hotel, Solidere
Title: Head of Purchasing dept.
· Responsible to manage and execute the day-to-day procurement activities for all general categories of goods and services for operations across the hotel.
Note: Working on PMS, Partners Managerial Systems (Stock Management System).
SEP 2007 – 31 OCT 2017: Sukleen s.a.l – Beirut
Title: Assistant Administrative Officer
· Vehicle Maintenance & Repair Dept. (2009 - 2017), (Role: Requester)
-Creating Purchase & Internal requisitions.
-Work Request Cycle.
-Create & Manage eAM Work Order against approved Work Request.
-Managing Procurement for eAM direct items.
-Work Order Execution – Material Transactions.
-Work Order Execution & Completion.
-Create & mange ad hoc Work Order.
-Create & Manage PM Work Orders.
-Supporting the VMR mechanical team.
-Supporting the Fleet Control team.


· Supply Chain Dept. (2007 - 2009), (Role: Assisting Buyer)
-Preparing & Issuing Purchase Orders.
-Confers with vendors to obtain product/service information such as price, availability, delivery schedule and discrepancies in quantity or quality.
-Contacts with vendors to follow up on the status of an order.
-Forward received suppliers’ invoices to the accounting department for processing.
-Completes the Supplier Registration Form, secures necessary documents and forwards to legal department.
-Supervising the Runners to collect the items & products.
            Note: Most tasks are done on Oracle applications.	
2005 – 2006: Alaaddin Telecom Co. Ltd. – Sudan
Authorized dealers of areeba (MTN)
Title: Administrative Officer
-In charge of maintaining the stock for prepaid telephone cards.
-Supervising the 8-12 telecom salesmen.
-Handling also HR related issues.
-Controls and monitors daily sales and purchases ensuring that everything is in order and prepares daily and monthly reports.
2003 – 2005: Computer & Management College (CMC) – Beirut
Title: Administrative Assistance (Trustees board)
2002 – 2003: Transmed Co. – Beirut
Title: Salesman & Administrative work
	- Responsible for the distribution of Procter & Gamble products.
2000 – 2001: Click Services s.a.l – Beirut
Title: Sales Representative (Constructions & Cleaning Services)
Education & Languages
2008 - 2011: Sidoon University College – Saida
· Bachelor of Business Administration

2001: Formatech Center – Beirut
· A+ Course
1999 – 2000: Computer & Management College (CMC) – Beirut
· Computer Training Course: Word, Excel, Internet.
Languages:
· Arabic: fluent
· English: average
References
· Available upon request 
