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	Summary
	Motivated purchasing and logistic officer successful at managing inventory control, customer service, and transportation logistic. Excellent problem solving and communication skills. Looking for a challenging position where I can make effective use of logic management skills in order to firmly contribute towards the achievement of mission and growth of the organization.



	Experience
	ITG Holding
	[Beirut, Lebanon]
	[bookmark: _GoBack][Apr 2015 –June 2019]

	
	PC DealNet
	
	

	
	Senior Logistic Agent


	
	· Responsible for the timely procurement of goods and services of PC dealnet products: Dell, Samsung, Leviton, EMC, Epson
· Building strong relationships with business partners and suppliers
· Confirming orders with suppliers, and ensuring adequate processing, authorization and validation of information/documentation
· Following up on all order information requests and queries during the phase of orders’ confirmation to shipping processing
· Liaise with suppliers to negotiate the best offers for quotation requests
· Insuring that negotiated prices, payment and delivery terms with suppliers are processed as per the  agreement
· Handle all foreign shipments (Import/Export Sea, air and land freight) according to the applied rules and regulations
· Reviewing, and updating imports tracking sheets, and all information regarding products, suppliers, service providers, deliveries, etc…
· Ensure insurance on goods shipped, follow up until their receiving and handle any claims
· Raising claims and following up on them with suppliers and insurance companies
· Follow up on the receiving of purchased goods to the warehouse
· Liaise with 3rd party entities, and carry out local purchases to be sent to suppliers/ receivers

	
	Agenor Wine Merchant
	[Beirut, Lebanon]
	[Oct 2013 – December 2014]

	
	JRS Holding (Saade Group)
	
	

	
	Logistic Coordinator and Administrative


	
	· Administration of internal sales order documentation and procedures
· Process and ensure all logistics of orders to export by meeting the audit standards of the destination authorities
· Order and receive on time all “Matiere Seche” products
· Process and ensure all logistics for local orders up to final delivery
· Order and purchase all POS material
· Propose, order packaging for wine (Carton Boxes/ Wooden boxes/ Gift packages…)
· Maintain procedures to ensure ongoing compliance with current government export control regulations
· Communicating with customers regarding products and delivery time
· Prepare the delivery documentation and liaison with shippers to ensure shipments are on time and the correct export documentation, customs, and other conditions are adhered to
· Manage correspondence.
· Coordinate event logistics, including registration and attendee tracking, presentation and materials support and pre- and post-event evaluations.
· Keep inventory of wine, wine accessories and other display materials
· Communicating with various supplier regarding wine products and the ability to sell them abroad


	
	Beirut Cargo Center (BCC Logistics) 
	[Sin El Fil, Lebanon]                     
	[May 2012-Jul2013]

	
	DB Schenker Agent
Air Import Operation


	
	· Logistic officer in the air freight department
· Duties:
· Responsible for processing import shipments while coordinating with the company’s worldwide agents
· Provide timely services to clients by being the first point of contact in informing them the status of their shipments
· Responsible in reviewing all pre-alerts and manifest pre-advices
· Checking air import documents as well as shipment terms for the customers
· Daily follow up on shipment tracking
· Estimate freight rates and record shipments cost for the invoice issuance
· Responsible of the communication with key accounts consignee to insure on time delivery of their commodities, such as T.Gargour Et Fils, Kettaneh…


	
	Arope Insurance  
	[Beirut, Lebanon]                                        
	[Aug 2011 –Apr 2012]

	
	BLOM Bank Group

	
	Life Insurance Coordinator


	
	· Life insurance coordinator in the life and medical underwriting department
· Responsible of both Blom Bank life products “Damanati” and “Waladi Plus”
· Duties:
· Examine documents received from BLOM Bank, insure that all required documents are submitted by the customer and assist them for any clarification
· Enter proposal forms using IMS application
· handling the pre-underwriting of all the proposals received as well as cancellation of policies 
· Follow up activities pertaining to policyholders including research, correspondence, files updating, tracking documentation and mailing
· Coordinate with medical centers as to the submission of medical test results related to clients as well as asking for missing requirements
· Coordinate with BLOM Bank staff pertaining housing loan in respect to medical exam results
· Provide administrative support to the underwriting team
· Prepare reports pertaining to pending, rejected and issued policies
· Insure the timely completion of policy issuance


	
	BLOM Bank        
	[Beirut, Lebanon]                                        
	         [Jun 2010 – Aug 2010]

	
	Sales Representative - Internship

	
	· Training in the car loan sales department.
· Duties:
· Coordinating with car dealers and client to achieve the requested target
· Collect the required documents and all the information needed from the client

	
	Almaza
	[Dora, Lebanon]
	[Aug 2010 – Sep 2010]

	
	Human Resources - Internship

	
	· Training in the HR department


	Education
	Sagesse University (ULS)
	[Furn El Chobek, Lebanon] 
	 [Sep 2015 - Present]

	
	MBA- Business Administration & Finances


	
	Sagesse University (ULS)
	[Furn El Chobek, Lebanon] 
	                         [Jun 2011]

	
	BA – Business Administration & Finances


	
	College Des Soeurs Antonines    
	[Roumieh, Lebanon]
	[Jul 2008]

	
	Baccalaureate in Literature & Humanities



	Personal
Data
	· Languages: Arabic, French, English
· Professional skills:	
· Microsoft Office (Word, Excel, PowerPoint, Project…)
· IMS Insurance Application
· Traverse
· Interests: Swimming, Music, Traveling



	References
	Available upon request                           
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