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Date of Birth: 
21 April 1982
Nationality: 
Lebanese

Marital Status: 
Married
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Experiences
Quantech S.a.l

Procurement & Logistics 
Aug 14 – Nov 16

· Handling purchase orders with local and international suppliers 

· Handling shipments with forwarders until receipt of goods. 

· Follow up on paperwork related to each order ( invoices- Bill of Ladings- Airway bill- Insurance policies- packing list etc...).


Les Affichages Pikasso S.a.l

Personal Assistant CEO (Contractual) 
Jan 14 – Present

· Scheduling and organizing of meetings and conferences with partners, employees and contractors. 

· Assisting CEO with daily activities and emails. 

· Scheduling of trips and hotels.


Moussallem Bros. s.a.r.l
Oct 12 – May 13

Logistics Manager Assistant
· Handling of shipments and ensuring their clearance to warehouses. 

· Issuing of marine insurance policies. 

· Assisting the manager with daily activities and reports. 


Beirut Container Terminal Consortium (BCTC)
Jun 12 – Aug 12

Personal Assistant CEO
· Scheduling and organizing of meetings and conferences with partners, employees and contractors. 

· Assisting CEO with daily activities and emails. 

· Scheduling of trips and hotels.


Janus Offshore & AMG Medical
Jan 09 – Apr 12

Logistics & Purchasing Officer
· Management Representative (ISO 9001-2008): Handling of the Quality Manual and ensuring that all procedures were followed as per ISO standards.
· Purchasing & Logistics: Handling of all import and export activities (sea, air & truck). Responsible for managing documents related to shipments (BL, AWB, LC…etc).
· Accounting: Handling data entries, filing, adjusting balance sheets, reconciliation, bank transactions, money collection…etc.
· Assistant Manager: Handling of general administrative work.


GM&A s.a.r.l
2006 - 2008

Logistics Officer & Assistant Accountant
· Accounting: Handling data entries, filing, adjusting balance sheets, reconciliation, bank transactions, money collection…etc.

· Purchasing and Logistics: Handling of all import and export activities (sea, air & truck) as well as managing required documents related to shipments (BL, AWB, LC…etc).

Balina s.a.r.l
2003 - 2006

Assistant Accountant
· Accounting: Handling of data entries, money collection, invoicing, bank transactions.
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Education
St Coeur Cortbawi
1999 - 2001

BT3 Programmation

Adma, Lebanon

Notre Dame School – Sahel Alma 
1997 - 1998

Sahel Alma, Lebanon


Charles Péguy School
1990 - 1996
Paris, France
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Languages
English – Excellent (spoken and written)

French – Excellent (spoken and written)


Arabic – Excellent Spoken, Fair written
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Computer Skills
Microsoft

Word, Excel, PowerPoint, Outlook



Accounting Software

Atlas Gold 

Solution 

Dolphin 

VBig 

QuickBooks

QUBZZ 
Noria Brains

