                          Lara Sharlakian
Email lara.sharlakian@gmail.com
Address Armenian Street, Dora, Beirut, Lebanon.
Phone +961 3 214974

Objective

Procurement Officer with over 3 years of experience providing thorough and skillful support to senior Procurement Officer. 


Experience

B.A.L.A.D.I. Program Funded by USAID & Caritas Lebanon
Procurement Officer
· Beirut, Jisr El Bacha, Dr.Youssef Al Hajjar Street, Caritas Lebanon HQ-6th Level.
· June-2017 – Currently

· Daily coordination of BALADI Program procurement activities.
· Ensure that the procurement department supports the programs efficiently and compliantly.
· Has a full understanding of BALADI Program procurement policies and formats. Provide training to staff on these policies.
· Ensure that BALADI Program procurement activities are legal and moral.
· Comply with and maintain knowledge of applicable rules (USAID and Caritas Lebanon), regulations, standards, and best practices.
· Prepare and process purchase orders for goods, services and tenders.
· Assist technical units in the development of specifications for equipment, materials, and services to be purchased.
· Establish and negotiate contract terms and conditions, and maintain relationships with suppliers.
· Administer contract performance, including delivery, receipt, warranty, damages and insurance.
· Conduct a comparative analysis on supplier prices, specifications and terms for proper selection of suppliers.
· Reviews and evaluates the performance of the suppliers and contractors.
· Ensures that the procurement filing system is in place and in accordance with the procurement filing procedures as outlined in the Procurement Manual.
· Coordinate with the Projects Managers and concerned recipients on delivery of items including completion of Goods Received Notes, storage of items and transfer of items to field sites.
· Coordinate with the Finance Department to ensure that payments to vendors are made on-time and without any unnecessary strain on the financial systems of Caritas Lebanon.
· Establish preferred supplier agreements for commonly used items.

Satellite Media Services SAR-7
Accountant
Mansourieh, main road.
March-2017 - June-2017

· Journal Entries: JV, PV, RV, DN, CN, Returns.
· Inventories.
· Bank and Cash Reconciliations.
· Filing, Backup.
· Customers and Suppliers Reconciliations.
· Assisting Auditors for Closing Fiscal Year.


Gecon Holding SAL
Operations Officer and Entry Level Accountant & Cost Control
Zalka, Highway, Aquarius Center, 9th floor.
January-2016 - February-2017

· Journal Entries: JV, PV, RV, DN, CN, Returns.
· Bank and Cash Reconciliations.
· Assess all incoming products, resources, and services to ensure the best price.
· Maintain vendor and service provider relationships
· Keep up to date on new vendors and possible cost-cutting partnerships.
· Analyze invoices to ensure correct products/services were received at expected cost.
· Collaborate with department heads to strategize ways to minimize waste.


Hi-Tec Fitness
Operations and Purchasing Officer
Starco Center Block A, GF, Downtown.
September-2015 - November-2015

· Research potential vendors
· Compare and evaluate offers from suppliers
· Negotiate contract terms of agreement and pricing
· Track orders and ensure timely delivery
· Review quality of purchased products
· Enter order details (e.g. vendors, quantities, prices) into internal databases
· Maintain updated records of purchased products, delivery information and invoices
· Prepare reports on purchases, including cost analyses
· Monitor stock levels and place orders as needed
· Coordinate with warehouse staff to ensure proper storage
La Cigale Lebanon
Materials Control Officer and Assistant Cost Control
[bookmark: _GoBack]Zalka Highway.
April-2011 - August-2015

· Maintain vendor and service provider relationships
· Keep up to date on new vendors and possible cost-cutting partnerships
· Analyze invoices to ensure correct products/services were received at expected cost
· Collaborate with department heads to strategize ways to minimize waste
· Demonstrate comprehensive understanding of interdependency of cost drivers

Education

Lebanese International University (2013).
BA in International Business Management
Beirut
2013

Languages

English, Arabic & Armenian Fluently.
French Fair.

Skills

  Time Management


Team Player
Well Oriented & Organized
Conflict Resolution
English Advanced
Punctual
Attention to details


