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Maen Abou Ajram
	Personal

Information
	Marital Status:   
Married (3 Children)
Date & Place of Birth:
Lebanon - August 1 1974


	Educational

History
	· MBA- Banking & Finance – 2003 - 2005
    (Business & Computer University (BCU) – Beirut - Lebanon)

· BA Accounting – 1994 - 1997
    (Lebanese University – Faculty of Economics & Business Administration. Beirut – Lebanon)


	Languages

	· English - Proficient (Verbal and Written)

· Arabic - Proficient (Verbal and Written)
· French - Competent (Verbal and Written)


	Profile

	· Senior-level leader with strong Procurement and Vendor Management experience and team management skills, as well as ability to meet unique demands

·  Top performer with proven track record in increasing revenues, improving profit contributions, and maximizing customer satisfaction
· Adept in prioritizing work load, finding solutions, negotiating costs, and managing budgets. 
· Recognized leader and mentor able to effectively manage multiple remote locations

· Take-charge manager apt at resolving difficult situations under adverse conditions

· Exceptional interpersonal communicator with proven ability to motivate diverse groups

· Innovative trouble-shooter and problem-solver that excels at developing creative ideas

· Highly motivated self-starter capable of maintaining high team morale during difficult times

· Award-winning achiever with 11-year history of loyal dedication to employer; promoted four times in 11 years

· Highly energetic and self motivated professional with more than 16 years experience in procurement, vendor management, facility management and logistics, finance and HR. 

· Manage a cohesive team that works together to achieve the strategic goals of the department/organization. 

· Adapt well in a fast-paced work environment and take great pride in performing functions and multitasking

	 Work History
	

	
	Abu Dhabi Commercial Bank (ADCB) 

2008  – October 2016
Manager Administrative Support – Corporate Services Department
My main responsibilities included:  

· Conducting research via trade publication, the Internet, catalogues and trade shows to identify potential suppliers and conducting reliability 
· Selecting Vendors, preparing Business Justifications, Analytical Studies and risk assessments
· Driving procurement negotiations with selected vendors and finalizing contracts and SLAs to ensure vendors meet metrics for cost, quality, and on-time delivery
· Setting KPIs and Monitoring Vendor Performance 

· Setting and managing Policies and Procedures/flowcharts for many functions under my responsibilities

· Leading a team of 25 ADCB and outsourced energetic staff focused on a variety of different tasks including setting objectives, appraisals and individual development plans
Additional Roles:

· Facility Management:

· Facility and space management to optimize space utilisation of all branches and department premises 

· Record Management to ensure proper filing compliance with relevant regulations

· Mail Management to efficiently float and track all internal and external mail including inter-branch and customer deliveries 

· Asset Management to optimize Asset utilisation and tracking 
· Risk Management:

· Department’s Operations Risk Manager responsible of identifying, tracking, monitoring and preventing department operations risk including preparing BCP documentations and tests as per organisation governing Risk Policy
· Assisting in identifying and evaluating risk areas across the operational activities, investigating root causes of these risks and providing support to mitigate risk
Abu Dhabi Commercial Bank (ADCB)
2005 – 2007
Operations Business Analyst
My main responsibilities included; 

· Assist in developing and maintaining vendor relationships, price negotiations, purchase order placement 
· Developing SLAs 

· Prepare Cost Tracking, Vendor Performance and Vendor Payments Reports
· Taking on new services as approved by management through screening Vendors, preparing Business Justifications, Analytical and Technical Studies

· Overseeing Customer Satisfaction by attending to and resolving customers’ complaints through follow up with the vendors


	
	Arab Bank PLC
2000 – 2005
HR officer
My main responsibilities and achievements included:
· Producing Statistical Reports 

· Being directly exposed and taking part  in the Bank's BPR (Business Process Re-engineering) 

· Implementing Oracle processes and policies 

· Human Resources (employee loans, payroll, medical department, NSSF procedures and processes) 

· Working with the Arab Bank PLC. also allowed me to be qualified in almost all services provided by the bank due to my job rotation 

· Evaluated as Top Performer for the year 2004 and highly recommended by my superiors
Beirut Engineering Automotive (BEA)
2000 – 2005
Procurement Officer & Chief Accountant (Part Time)
My main responsibilities and achievements included:

· Locating new Vendors

· Managing existing Vendors, Negotiating Contracts, preparing LPOs and Payments

· Supervising day to day operations

· GL and Payroll modules, budgeting & Forecasting, Variance Analysis, Cost Control

· Accounting for expenditure and invoicing 

· Statistical reporting of cash inflow and outflow

· Stock movement, cash disbursement, income taxes

· Liaising with banks and bank reconciliations

· Overseeing Customer Satisfaction through attending to and resolving customers’ complaints and feedback

German Auto Parts Co. (GAPCO)
1999 – 2000
Accountant in charge of invoicing, receipts, Journal Vouchers, data entry...
Yarze Military Club
1997 – 1998
Served as an accountant during my military service period
Lebanese Red Cross Organization
1996 – 1997
Served as Book Keeper for the Chouf Youth Department


	Skills & Strengths
	My work experience, training, and education have sculpted my functional, executive and administrative skills. Some of which I would mention:

· Substantial experience in procurement, vendor management, facility management & logistics and banking operations risk
· Proficient and skilled negotiator with energetic communication skills within budgetary constraints

· Substantial experience in Accounting and Micro Computer Softwares

· Customer focus oriented while building and maintaining strong and effective relationships with suppliers

· Responsible decision maker with supervisory and managerial skills

· Substantial experience in human resources and administration

· Talented in public speaking, and managing meetings

· Proven ability to lead, motivate and build successful teams. 

· Experienced in major legal, regulatory, information security and compliance requirements. 

· Achieving targets in a dynamic and complex business environment through a pragmatic approach to getting the required results.  

· Ability to identify and implement new procedures and processes

· Substantial knowledge in Stock Market trading and brokerage
· 

	Workshops / Training Courses/ Awards
	During my work history I have successfully completed numerous courses including:

· Developing & Motivating Teams Workshop

· Effective Communication & Conflict Handling Workshop 

· Coaching and Feedback Workshop

· Information & Physical Security Awareness Training 

· Advanced Anti-Money Laundering Certification  

· Business Continuity Planning Training 

· Fraud Control Training Program - ADCB

· Operational Risk Management Basics Training Program – ADCB

· Compliance Foundation Training – ADCB

· Level 2 – Fire Safety & Fire Prevention Training

· Afkar Coordinator Award for 3 consecutive years – ADCB

· E-money Power: Stock market from A to Z trading and brokerage program.

· During my employment with Arab Bank Plc., I have attended many seminars and trainings pertaining to Customer Services, Banking Procedures


	Hobbies
	I enjoy an array of social and sports activities. Some of my hobbies include reading, football, movies, & swimming


	References
	Furnished upon request 


