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Email:		bkmanal@hotmail.com

OBJECTIVIES
To offer my skills to your company on the position of a manager, especially in the field of design, sales, marketing and accounting and to grasp power to enhance my professional skills set in accordance with organizational objectives.

PROFESSIONAL EXPERIENCE:

2007-2017      Executive Manager ( Cesar Group sal)
Leadership
· Participate with the management  in developing a vision and strategic plan to guide the company
· Identify, assess, and inform the management of internal and external issues that affect the company
· Foster effective team work between the management and staff
Operational planning and management
· Develop an operational plan which incorporates goals and objectives that work towards the strategic direction of the company 
· Ensure that the operation of the company meets the expectations of its clients and owner.
· Oversee the efficient and effective day-to-day operation of the company
· Provide support to the management by preparing meeting agenda and supporting materials
Human resources planning and management
· Determine staffing requirements for company management 
· Establish a positive, healthy and safe work environment in accordance with all appropriate legislation and regulations
· Recruit, interview and select staff that have the right technical and personal abilities to help further the company's mission
· Ensure that all staff receives an orientation to the company and that appropriate training is provided
· Implement a performance management process for all staff which includes monitoring the performance of staff on an on-going basis and conducting an annual performance review
· Coach and mentor staff as appropriate to improve performance
· Discipline staff when necessary using appropriate techniques; release staff when necessary using appropriate and legally defensible procedures



Financial planning and management
· Work with management to prepare a comprehensive budget.
· Work with the management to secure adequate funding for the operation of the company.
· Approve expenditures within the authority delegated by the management.
· Ensure that sound bookkeeping and accounting procedures are followed.
· Administer the funds of the company according to the approved budget and monitor the monthly cash flow of the company.
· Provide the management with comprehensive, regular reports on the revenues and expenditure of the company.
· Ensure that the company complies with all legislation covering taxation and withholding payments.
Sales and marketing management
· Performing for or Working Directly with the Customers 
· Handling complaints, settling disputes, and resolving grievances and conflicts. 
· Analysing information and evaluating results to choose the best solution and solve problems.
· Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data.
· Developing and teaching or instructing others.
· Getting members of a group to work together to accomplish tasks.
· Convincing others to buy merchandise or to otherwise change their minds or actions.
· Keeping up-to-date technically and applying new knowledge to my job
· Using computers and computer systems (including hardware and software) to design, enter data or process information.
· Developing, designing, or creating new ideas, relationships or products

2004-2007      Chief accountant and Sales officer ( Cesar Group sal)
· Perform financial analysis and reporting to management as needed.
· Perform month-end accounting activities such as reconciliations and journal entries.
· Generate financial reports and statements to management for review.
· Respond to accounting inquiries from management in a timely fashion.
· Provide guidance to other Accountants when needed.
· Assist in auditing activities by providing necessary information and preparing requested documentations.
· Monitor and record financial transactions according to company policies and regulations.
· Meeting and exceeding sales goals 
· Talking with customers on the floor or phone 
· Merchandising or rotating products according to company guidelines 
· Displaying and demonstrating products, emphasizing salable features
· Developing comprehensive plans and 3D models via 3D home architect software to arrange walls, displays, lighting, furniture and other fixtures
· Building up plans, elevations, cross sections and detailed drawings
· Estimating costs according to client’s budget via software EDM
· Providing all the electromechanical drawings needed
· Sending the final drawings and order to Aran world Italian kitchens industrial base and follow up on orders confirmations
· Follow- up with the workers on site while installing the kitchens

2003-2004      Auditor (Dar Al Muhasabah)
· Ensures compliance with established internal control procedures 
· Verifies assets and liabilities by comparing items to documentation.
· Completes audit work papers by documenting audit tests and findings.
· Complies with federal, state, and local security legal requirements by studying existing and new security legislation; enforcing adherence to requirements; advising management on needed actions.
2000-2001      (Lebanese Swiss Bank sal)
· Customer Services Representative
· Operations Clerk
· Teller
2012-present       Freelancer- Interior Design
· Designing kitchens, wardrobes, bedrooms
· Site visits to customer’s homes to offer advice and guidance
· Consulting with clients to determine requirements, preferences, and use of space
· Providing clients with detailed furniture specifications and layout schemes
· Planning the space and layout of the projects according to client’s requirements
· Building up plans, elevations, cross sections and detailed drawings, using 3D home design

EDUCATION:
· 2008 Graphic design at Lebanese university (first year)
· 2004 Diploma in Financial and Accounting (Lebanese University)
· 2000 Experimental Science (Fakhreddine High School)

Knowledge, skills and abilities
· Knowledge of leadership and management principles 
· Knowledge of all federal and provincial legislation applicable 
· Knowledge of human resources management
· Knowledge of financial management
· Knowledge of project management
Proficiency in the use of computers for:
· Microsoft Office
· 3D Home Architect Design
· AutoCAD
· EDM software (Accounting & Stock) 
· E-mail
· Internet
LANGUAGES:
· Fluent in Arabic, English & French.

All references are available upon request
