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Rana halawi
	Objective

	
	To find a position in your establishment, that will allow me to share my experience in the business field. Furthermore to help in the expansion of the establishment, and to achieve self esteem and prosperity.

	Personal Information

	
	· Date of Birth: 27.05.1978
· Nationality: Lebanese

· Marital Status: married 

	Education

	
	1982-1996         Saint Francis School                                         BEIRUT, LEBANON
Lebanese baccalaureate in Philosophy

1997-2002  
Lebanese university                                         BEIRUT, LEBANON
B.A in Public Relations

	Professional experience

	
	Jan 2010, current      BMC GROUP                                    BEIRUT,LEBANON

POSITION : Logistics Manager

· Handling and dealing with and projects for Carlisle Syntec Middle East (CSME) offshore.
· Following up orders coming from all Middle East countries, India, Turkey, Africa and Italy.

· Pricing quotations and processing orders coming from our suppliers in USA, Canada and India.

· Offering assistance and updates to customers and following up on the shipping process of the material from the country of manufacture to the country of destination.
· Handling Letters of credit documentation as well as monitoring value dates and collection of funds.
· Coordinating with forwarding agencies and offering assistance to nominated forwarders.
· Preparing weekly reports on QUBZZ operating system.
· Assisting in the pre-accounting procedures.

July 2003, Sept 2008 Linde Material Handling S.A.R.L    BEIRUT,LEBANON
POSITION : Regional Sales Administrator
· Handling orders coming from the company's importers in 14different countries, and processing them with the company's 3 main factories (Germany, UK and France)
· Coordinating between Arab agents in different Arab countries and the main factories. 
· Preparing quotations
· Prepare and monitor monthly reports
· Follow up shipments from the country of origin to the country of destination.
· Coordination for sales of LINDE trucks and spare parts in the Middle East region.

· Coordinate with the general manager to conclude forecasted yearly sales planning

	

	Skills & Languages

	
	Microsoft office (word, excel, power point…), outlook Express.

      Different operating systems
      Fluent in Arabic, French and English.

	Summary of qualifications

	
	· Excellent in leading and motivating 
· Ability to complete tasks on time 

· Experienced in gathering compiling and analyzing information from many different sources

· Responsible of my own actions
· An excellent team player

	References

	
	Available upon request. 


