
Maya Seaiby
	date of birth / nationality/Phone

	 November, 1979 / Lebanese                        / 00961 71 460466

	marital status 

	Married
Experience

	
	October 09- …:         Harco Group                          Antelias

Business & Procurement Coordinator/ Event Manager

· Issue Sales Orders/Invoices for more than 100 different clients covering the MENA region.

· Preparing & sending sales contracts to clients and following up on signature and payment.

· Place purchase orders with different suppliers and follow up till delivery.

· Prepare projects registrations and negociate discounts with suppliers.

· Monitor the order/goods and keep communications open at all times with Las Vegas and Dubai offices to insure smooth delivery to client in the MENA region

· Coordinate with Logistics and Order Dept. in Brussels to make sure client is satisfied and all his requirements are met 
· Manage shipping documents required by client.

· Manage accounts receivables and funds collection from clients. 

· Manage insurance covering credit based orders.

· Follow-up on orders statuses with Clients and Order Dept. and find appropriate solutions when a problem occurs.

· Provide administrative support to director, including correspondence, legal documents, financial management, event coordination, accounting, communications and problem resolution.

· Organizing events & shows in Dubai including Intersec, Abu Dhabi, Egypt from A to Z including marketing plans while coordinating with different participants from US, Europe, Arab Countries.

· Organize conferences and seminars in different Arab countries

· Create Newsletters, e-blasts and many other marketing tools: write and design and send to the company’s database.

· Liaise between regional offices and tend to Business Development Managers requests.
July 04- Jan 09:   Areka Group
Sin Il Fil Blvrd. 
Office Coordiator
· Acted as liaison and maintained open lines of communication among the different departments and administrative staff in different companies and projects.

· Attended & organized meetings with different suppliers and investors.
· Made flight and hotels arragements for visitors and managers.

· Wrote correspondance (Fax, letters, e-mail) to clients, suppliers, hotels, banks…
· Updated and maintained manager's calendar, assisted him with special projects as needed.
· Conducted internet research on competitors and potential acquisitions, reporting findings to manager.

· Developed, formatted and maintained database.

· Coordinated preparation of company's reports and presentations.

· Provided administrative support to director, including correspondence, legal documents, financial management, event coordination, accounting, communications and problem resolution.
· Created highly effective organizational filing system, including quick and thorough indexing, filing and offsite storage, resulting in easy access to information and office functioning.

2001- 2003:         Echo Magazine                           Sheileh                            
 

Editor

· Wrote articles on different issues concerning students and college life.


	Education

	
	1996
Sainte Famille Française
Jounieh
· Baccalaureat  Part 1 – Philosophy
1997–1998
Ecole Officielle Haret Sakhr
Jounieh

· Baccalaureat Part 2 - Philisophy
1998–2001
Lebanese University
Fanar
· Major in Journalism


	languages

	                                   Arabic, French & English: fluently spoken, written and read.

	computer skills

	· Proficient in using personal computer in such programs as Microsoft Word, Outlook, Powerpoint, Explorer (Internet), Excel
· Typing in Arabic & English/French

· System programs : updating the AntiVrirus, upgrading the versions of the programs …

	quantitative skills

	· Demonstrated knowledge of daily sales operations including inventories, labor, petty cash, bank deposits verification …
· Managed and maintained database .

	· Problem solver and multi-tasking person

	· Take appropriate initiative when necessary

	· Highly organized and wisely manage priorities
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