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Dear Sir/Madam, 
 
I would like to submit my curriculum vitae to your esteemed Company in hope to be able to find a suitable job according to my expertise. 
 
I have gained a wide and variable experience throughout my working years in Lebanon and abroad, which gave me the ability to fit in any job and excel at it without extensive efforts. 
 
Since I am not working at the time being, any interview requirement is available at your convenience. 
 
I will be looking forward to hearing from you, 
Till Then, 
Best Regards 
Helen Jabra Chlala 
 
 
 
 
 
PERSONAL DATA  
 
First Name:	Helen 
Maiden Name: 	Jabra 
Married Name:	Chlala 
 
· Date and place of Birth:	April 24th​ ​, 1967, Libya – Benghazi 
· Marital Status:		Married (two children) 
· Address:			Beit El Chaar – B700 Street- Pine bldg. 5- Belle Vue, ​Metn​	 
· Phone:				+961 71 859763​	 
· E-mail: 			helen.chlala@gmail.com 
 
	




EDUCATION	 


Schools Attended 
· Italian Primary School- Benghazi – Benghazi, Libya 
· Adventist Secondary School - Beirut, Lebanon 
· Grammar and Junior International School – Foley’s (British School)- Limassol, Cyprus  
 




Higher Education  
B.A in Advertising and Marketing - 1994 
Notre Dame University (N.D.U) - Zouk Mosbeh – Lebanon 









PROFESSIONAL EXPERIENCE 

May 2019-ON: Founder / Staffing Manager
HR Recruit – Online

Job Description:

· Partnering with hiring Managers to determine staffing needs. Screening resumes, performing phone and in-person interviews with candidates to identify the candidates fit for the position.

· Posting Ads on page(s) as per clients’ request to source candidates. 

· Acting as a liaison between recruiting client and potential candidates. Follow u with both parties after employment (problem solving).



May 2016- January 2018: Customer Service Manager 
Company Vetrass Emile Rassam-Hazmieh 
 
Job Description: 
 
· Follow up on clients’ orders through system and updating them on their progress/delivery/dispatch by email or phone. 
· Preparing shipments sheets. 
· Pushing orders at the factory according to delivery/dispatch dates /urgency to meet deadlines. 
· Following up/alerting on lack of fabric  
· Following up/claiming/acknowledging payments 
· Updating clients on shipping dates/details 
· [bookmark: _GoBack]Updating CRM.
· Overall customer service  
 
 





April 1​st​ 2010 – December 2015: Guest Relations Supervisor 
Company: Waves Aqua Park and Resort – Mar Roukoz Mansourieh 
 
Job Description: 
 Overall customer services (Problem solving) 
· Recruiting “Guest Relations” (GR) department employees 
· Training employees 
· Managing pricing and subscriptions for Summer Camps, schools, groups, season pass, banks and companies  
· Preparing attendance and payment schedules for GR 
· Taking care of all necessary maintenance procedures of GR department 
· Collaboration with Accounting, Aquatic and F&B departments for best performance ● Supervising overall Resort hygiene (cleaning staff, lockers, rented stuff etc...) 
 

January 2009 –February 2010: Material / Import-Export, Logistics and Direct Marketing Manager 
 Company: Expandable Polystyrene Products Limited – Accra /Ghana – North Kaneshie 
 
Job Description: 
· Managing product export and import operations  
· Managing inspection and international standards quality control in compliance with laws, regulations and ISO requirements  
· Keeping track of material stock in warehouses and order upon need 
· Making sure material is efficiently delivered to the factories, and products delivered to clients 
· Monitoring shipments for ETAs and Controlling the unloading of containers as per  the B/L 
· Supervising the loading of containers and/or trucks to client as per invoice 
· Planning and executing Direct Marketing plans for sales 
· Researching new ideas, products and/or material 
· Strategically planning and managing logistics, warehouse, transportation and customer services 
· Liaising and negotiating with suppliers, manufacturers, retailers and consumers 
· Keeping track of quality, quantity, stock levels, delivery times, transport costs and efficiency 
· Arranging warehouse, catalog goods, plan routes and process shipments 
· Resolving any arising problems or complaints 


May 2007 – November 2008​: ​Research Manager 
Company: Alferdos Ltd. – Accra Ghana / North Kaneshie Road  
 
	Job description​	:​ 
Planning and researching for an “Amusement Park” project including hotels, restaurants, indoor games  
Spintex Road, Accra – Ghana 
 
· Researching products and identifying best buy and quality 
· Park Design 
· Contacting dealers for best price 
· Working with Engineers for AutoCAD execution 
· Overall supervision on the ground along with Engineers  
 
 September 2003 - February 2007: Export Operation Manager (EOM)  
Company: ROCKLAND-HARDLAND-METROPOLITAN – Raouche-Lebanon ​​Trading, Contracting & Maintenance-​ Agents to “MILLER” air-conditions, made in U.S.A. “Four Seasons” made in Canada​	 and many other accessories and spare parts. “HARDLAND”, is the sister company for contracting. “METROPOLITAN” is the services company. 
 
Job Description 
 
· Keeping track of E.T.Ds & E.T As and/or any shipping problems, hence informing clients and/or C.E.O about upcoming shipments. 
· Following up on L/Cs with the bank including amendments and/or any documents needed for bank procedures. 
· Preparing Bill Of Quantity, ordering goods from suppliers after taking the required procedures. 
· Keeping track of goods shipped and/or delivered to customers, Preparing pro-forma invoices with interest & discounts to clients.. 
 

September 2001 – June 2003 - Senior Supervisor 
Revlon   KSA – Kingdom Of Saudi Arabia – Riyadh Job Job Description:​ 
· Training customer service personnel. 
· Coordinating marketing and advertising campaigns to enhance sales. 
· Supervising Revlon products in shops and malls. 
July 1999 – August 2001-​ ​Personal Assistant to C.E.O (P.A) 
Trans Orient Trading  (T.O.C Trading ) -  Corniche El-Naher, Lebanon 
Trading & Contracting - ​Agents of many international companies mostly German and Italian sanitary ware & fittings, Plumbing and heating supplies, stainless steel sinks, water coolers, bathroom accessories, door fittings & hygienic bathroom accessories.  
Job Description 
 
· Following up on correspondences with local & international companies, suppliers & customers and reply as required 
· Setting plans for potential projects by research followed up by contacts with potential customers & suppliers 
· Contacting companies, departments and sites to notify C.E.O of any problems and/or information 
· Preparing and executing seminars with hotels, which include location, catering, equipment needed Also working on invitation cards printouts and distribution with the concerned people 
· Keeping track of shipping E.T.As and/or problems Prepare Bill Of Quantity 
· Controlling L/Cs and invoices to customers and from suppliers along with the Chief Accountant 
· Showroom, warehouse stock control 
 
 
 
 
1994- June 1999 - Founder, Owner, Shareholder and General Manager 
RUNNERS s.a.r.l  – ​Beirut, Lebanon 
Local Couriers & Direct Marketing - Distribute magazines and invitations; provide companies with dispatching lists according to requirement.  Also special services of sending letters & documents to companies, ministries, hotels, hospitals etc… 
 
· Marketing and Advertising control (Final decision). 
· Final decision maker of deals and contracts and recruitments •	Checking & controlling invoices.  
· Control over all departments. 
· Problem solving 
· Price list control and Price list control 
 
 
 
Part time  
· Work study Grant (N.D.U): Assistant Studio Professor  
· English Teacher: American Language Center – Dbayeh 
· English Teacher: College Elyzee / Hazmieh (S.A.T) Terminale Classes	 
· Freeze Frame: In House Production - Creative Department - Ashrafieh - Lebanon
 
 
LANGUAGES: ​ 
 
English:  Fluent ​
Arabic:   Fluent 
 
 
 
 
  
