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               Curriculum Vitae               
         

Objective
Seeking a full time job in a competitive position within your esteemed company in procurement & supply chain field. Aiming to improve and expand my knowledge and skills, as well as to establish an employment in a friendly environment. I enjoy working with people of all ages and cultures. Never late for work and I'm a team player above all.

Education
July 2018 – Present: NLPA member 
SPSM certification – level 1 in progress 
www.nextlevelpurchasing.com

January 2016 - Present: Masters of Science in Business Administration 
Expected graduation July 2020, Cum GPA 3.5
Université La Sagesse, Furn el Chebbak

March 2012 - January 2015:   Graduate in Accounting and Auditing, Cum GPA 3.72
Université La Sagesse, Furn el Chebbak 

June 2011: Graduate in General Sciences
Ecole Notre Dame Du Mont Carmel, Fanar

September 1995 – June 2009: Achieved Nursery, Complementary, Primary and Secondary cycles
Ecole Notre Dame Du Mont Carmel, Fanar

Work experience
May 2019-Present: Procurement and Logistic Officer at TDH-Italy (ML Office) 
Job Duties:
· Coordinate and facilitate the procurement requirements of the program office on the basis of the procurement policy guidelines.
· Review pre-qualification suppliers list against procurement policy.
· Ensure compliance with procurement procedures as per the Field Finance Manual.
· Provide guidance for the procurement committees’ constitution and for arranging meetings to make purchase decisions.
· Prepare purchase orders, ensuring relevant procurement procedures have been applied and all supporting documentation is attached.
· Ensure invoices received reconcile to purchase orders and matched receipts of purchase orders e.g.: GRN, Delivery Notes and others.
· Handle contract management in regards to renewal (Contract Follow Up)
· Ensure deliveries are processed in an adequate and timely manner.
· Understand the policies and values, and assure the log department works my supervision
· Understand and implement procurement policies and procedures, including the thresholds and procedures for each market
· Participate in the internal logistics performance evaluation. Interiorize the Logistic Strategy and push for its accomplishment.
· Create Procurement Requests (PR) and negotiate with the procurement section delivery times and stock’s needs.
· Accept/Receive Procurement Requests (PR) coming from different departments in my office for processing
· Ensure the correct signatures are obtained according to the threshold amounts; request technical specifications when needed.
· Prepare tendering documents (Single Offer, Request for Quotations, Open/Restricted National/International Tender) for all materials, equipment, works and services ordered for the projects in a cost-effective and transparent manner in line with TDH IT and donor/s specific policies
· Create and maintain a good supplier relationship, in coordination with the Supply Chain Manager, providing the kind of experience that have been encountered during the transaction with them for future reference.
· Directly manage and plan the activities of the Logistics staff under supervision
· Update the Supply Chain Manager about the status of the request from the start of the procurement till the time of delivery of the items
· Insert all the information about every procurements when its situation change on the Procurement Follow-Up (PFU) form,
· [bookmark: _GoBack] Ensure the proper Fleet management in the office and create the Cost follow up. 
·  Bring immediately to the attention of Log Coordinator any evidence of fraud, waste, abuse, or any illegal or suspicious activity with any supplier, vendor, contractor, or anyone part of the procurement process within the NGO. 
· Ensure an optimal state, proper maintenance and repair for equipment (computers, printers, photocopy machines, etc.).
·  Keep the Office Equipment list up to date.
·  Label all equipment with its proper codification and ensure proper storage.
·  Manage and control the stock of office stationary supplies.
·  Supervise allocation and adequate use of equipment for all users by filling up the material loan form.
· Provide necessary support to warehouse/store keeper to ensure reports are accurate and up to date.
· Manage equipment according to internal and donors’ guidelines
· Ensure the correct and documented transfer of equipment on completion of projects
· Ensure that all supporting documentation is prepared and filed according to donors. 
· Request to the programs team all the necessary attachments (such as request letters, External Reception and Delivery notes, verification sources, pictures before/after, attendance list, etc.) both in paper and electronic format.

March 2017-March 2019: Financial Budget Specialist, Procurement Specialist and Supply Chain Supervisor As-Salama Hospital 
Job Duties:
· Responsible for purchasing capital equipment's, overseeing purchasing and supply management for the organization
· Attend weekly meetings related to capital equipment's' expenditure, prepare and negotiate related details and updates 
· Plan and forecast  2018 Budget 
· Handle medical deals with all key account managers 
· Negotiate with vendors to secure products and services for the company
· Handle and review contractors' contracts
· Submit reports to GM
· Perform weekly reconciliations to schedule payments for suppliers
· Do continuous Audit on suppliers' invoices and maintain ceilings for high consumed items  
· Work through or with the company's financial services department to verify payments and to confirm delivery of goods and completion of services
· Select the right vendor as well as review the bidding process
· Responsible for ensuring smooth process flow within the company, which includes service to internal customers from other departments and levels of leadership
· Supervise the purchasing team’s work as well as maintain a balance in the workflow
· Maintain stocks and supervise stock counts for both medical and non-medical items
· Set safety stocks for critical items
· Responsible for reviewing and negotiating all the contracts’ terms with suppliers
· Prepare contracts’ general terms

September 2015-January2017: Procurement and Logistics officer at L'univers Specialise-Mansourieh (NGO)
Job Duties:
· Coordinate and facilitate the procurement requirements of the program office on the basis of the procurement policy guidelines.
· Review pre-qualification suppliers list against procurement policy.
· Ensure compliance with procurement procedures as per the Field Finance Manual.
· Provide guidance for the procurement committees’ constitution and for arranging meetings to make purchase decisions.
· Prepare purchase orders, ensuring relevant procurement procedures have been applied and all supporting documentation is attached.
· Ensure invoices received reconcile to purchase orders and matched receipts of purchase orders e.g.: GRN, Delivery Notes and others.
· Handle contract management in regards to renewal (Contract Follow Up)
· Ensure deliveries are processed in an adequate and timely manner.
· Understand the policies and values, and assure the log department works my supervision
· Understand and implement procurement policies and procedures, including the thresholds and procedures for each market
· Participate in the internal logistics performance evaluation. Interiorize the Logistic Strategy and push for its accomplishment.
· Create Procurement Requests (PR) and negotiate with the procurement section delivery times and stock’s needs.
· Accept/Receive Procurement Requests (PR) coming from different departments in my office for processing
· Ensure the correct signatures are obtained according to the threshold amounts; request technical specifications when needed.
· Prepare tendering documents (Single Offer, Request for Quotations, Open/Restricted National/International Tender) for all materials, equipment, works and services ordered for the projects in a cost-effective and transparent manner in line with TDH IT and donor/s specific policies
· Create and maintain a good supplier relationship, in coordination with the Supply Chain Manager, providing the kind of experience that have been encountered during the transaction with them for future reference.
· Directly manage and plan the activities of the Logistics staff under supervision
· Update the Supply Chain Manager about the status of the request from the start of the procurement till the time of delivery of the items
· Insert all the information about every procurements when its situation change on the Procurement Follow-Up (PFU) form,
·  Ensure the proper Fleet management in the office and create the Cost follow up. 
·  Bring immediately to the attention of Log Coordinator any evidence of fraud, waste, abuse, or any illegal or suspicious activity with any supplier, vendor, contractor, or anyone part of the procurement process within the NGO. 
· Ensure an optimal state, proper maintenance and repair for equipment (computers, printers, photocopy machines, etc.).
·  Keep the Office Equipment list up to date.
·  Label all equipment with its proper codification and ensure proper storage.
·  Manage and control the stock of office stationary supplies.
·  Supervise allocation and adequate use of equipment for all users by filling up the material loan form.
·  Check, that antivirus is up-dated and that backups are made for all computers.
·  Ensure that office premises, guesthouses, and warehouses are in optimal conditions 
· Supervise office services when needed.
· Provide necessary support to warehouse/store keeper to ensure reports are accurate and up to date.
· Manage equipment according to internal and donors’ guidelines
· Ensure the correct and documented transfer of equipment on completion of projects
· Ensure that all supporting documentation is prepared and filed according to donors. 
· Request to the programs team all the necessary attachments (such as request letters, External Reception and Delivery notes, verification sources, pictures before/after, attendance list, etc.) both in paper and electronic format
· Maintain a scanned copy of the log archives with the relevant signatures and store it safely. Ensure backup copies are done.
· Respect the security rules specified in the security plan, assure that the team under responsibility complies with the security plan and perform the security management tasks that can be assigned in its protocols.
· Communicate to the security Officers of the working location any security related information or noncompliance with the security plan
· Support the emergency interventions of the organization as per the employee’s abilities.

November 2014 – December 2016: Purchasing Coordinator at Milk and More stores, Zalka
Job Duties:
· Handle all purchasing operations.
· Negotiate with suppliers the payment terms, delivery terms and all the contract terms.
· Control stock inventories in order to match with actual figures on the system.


June 2014- September 2014: Intern at ACT plus- Auditing & consultancy 
Charbel Tarabay, CPA


October 2013-January2016: Finance Officer at Lyland’s Assurance Company, Ain Saade (Part Time)
Job Purpose: Provide financial information to management by researching and analyzing accounting data; preparing reports and meet with broker units to finalize the deals 
Job Duties:
· act as intermediary between consumers and insurance carriers
· Perform continuous reconciliations (Insurance companies, Banks)
· acquire new customers and target new products to adequate segments
· Work as a liaison to ensure the proper flow of requests
· Prepare asset, liability, and capital account entries by compiling and analyzing account information.
· Document financial transactions by entering account information.
· Recommend financial actions by analyzing accounting options.
· Summarize current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Substantiate financial transactions by auditing documents.
· Maintain accounting controls by preparing and recommending policies and procedures.
· Prepare special financial reports by collecting, analyzing, and summarizing account information and trends.
· Maintain customer confidence and protects operations by keeping financial information confidential
June 2013-September 2013: Trainee at Fidelity Insurance Company, Zalka 
Job Duties:
· Reconcile financial discrepancies by collecting and analyzing account information.
· Secure financial information by completing data base backups.
· Maintain financial security by following internal controls.
· Prepare payments by verifying documentation, and requesting disbursements. 
· Contribute to team effort by accomplishing related results as needed.

Skills
Computer: 
Microsoft Office, Access, Excellent Email communication skills, Pact, Soft mind, Wipro, Excellent Internet navigation skills
Languages:  
· Arabic  (Read, Written, Spoken)
· French  (Read, Written, Spoken)
· English (Read, Written, Spoken)
· Italian   (Read, Written, Spoken)
 
Activities
Sports, Reading, Dance, Horse Riding, Swimming. 

References
Available upon request
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