Pascale Bou Mechrek

Raboue, Serhal Hospital Street, Zaki Beydoun Bldg
 



Mob: 961 3 909950   					Email: pascale.bou.mechrek@gmail.com
 



Personal Profile


Nationality:		 Lebanese
Date of Birth:	 	24/01/1974
Gender: 		Female
Marital Status:	 	Married


Career Objective



I am a hardworking, motivated and enthusiastic Account Manager presenting, promoting and selling products as well as building and maintaining strong, long-lasting clients relationships. I seek for a customer care position in a firm where customer service and sales kills are needed, in addition to a strong desire to assist and retain customers.


Education 



Psychology License		  		Lebanese University	 	1992 - 1996

Secretary		  			Francel Institute 	           		1992 - 1993

	
Employment history


1995 - 1996			Medical Secretary	 			Dr Rizk Hospital

· Scheduling appointments for X-ray and CT-Scan
· Transcribing dictation
· Preparing Medical Reports
· Arranging billing patients and third-party payers
· Maintaining office files and patients records


1997 – 2006			Secretary and Quality Control Manager		CHIP

Main duties performed:  
· Responsible for overall development, implementation, and maintenance of the organisation’s quality management system (QMS) in particular:
· Ensure that the organization’s Quality Management System conforms to customer, internal, ISO 9001, and regulatory/legal requirements.
· Ensure evaluation of, and reporting on, vendor quality systems.
· Oversee inspection (examination) of incoming materials, ensuring that they meet requirements.
· Manage the monitoring, measurement, and review of internal processes, especially those that affect the quality of the organization’s products.
· Lead a team of Quality engineers, inspectors, auditors, analysts, and technicians
· Work with customers, employees, contractors, and outsourcing firms to develop product requirements.
· Report to top management on the performance of the QMS (e.g., results of quality audits, corrective actions), including the need for improvement.
· Conduct periodic management review meetings.
· Oversee product recalls.
· Responsible for accuracy and timely inspection/calibration of monitoring and measuring devices.
· Keep up on standards, regulations/laws, issues, and news with respect to product (service) quality.
· Financial responsibilities



2006 - 	Present		Account Manager 					CHIP

Main duties performed: 
· Responsible for finding new accounts.
· Maintain and build long-lasting and strong relationship with the customer. 
· [bookmark: _GoBack]Responsible for  deeply understanding a customer’s needs, helping customers to get the most of the existing products they have purchased, and increasing revenue by introducing an account contact to new products.
· Costing products, researching the market, negotiating prices and deliveries.
· Ensure customer satisfaction.
· Solve and manage any conflicts with the client.
· Establish working budget with the company and the client.
· Get the job done within deadline for any particular account.
· Act as the point of contact for all matters related to the client’s portfolio.




Skills

· Languages:	Arabic (mother tongue)
French (Fluent)
English (Fluent)

· Software:	Windows, Word, Excel, Outlook


Hobbies and interests

· Cycling
· Surf the web.
· Reading




References

Available upon request.

