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Address	1st floor, Demirjian bldg, Abou Jaoude Street, Zalka, 
P. O. Box 11-8877 Beirut, Lebanon.
Nationality	Cypriot & Lebanese
Date of Birth	July 7th, 1976 in Nicosia, Cyprus
Marital Status Single
Mobile  	(03) 831203     
E-mail		gassia03@hotmail.com
     
Professional Experience

Oct.2015/ Nov.30 2016		KAY SYSTEMS SAL
			Assistant to the CEO – 
			Logistics/Shipments coordinator 
· Managing the operations of the office.
· Maintaining and arranging the records and files. 
· Dealing with incoming email, faxes and post, often corresponding on behalf of the CEO.
· Scheduling and planning the interviews and appointments. 
· Ticketing, Hotel reservation as well as issuing Visas.
· Liaising with clients, local and foreign suppliers.
· Warranty/Claim management.
· Handling and following up shipments from A to Z direct to Lebanon as well as cross trade. 
· Communication with clients for the resolution of transportation issues (assisting clients with pricing and selection).
· Liaising with couriers and other departments such as Operational and Accounting.
· Manage quality control by ensuring that all shipped orders are in good condition.
· Tracking and monitoring the deliveries.
· Ensuring customer satisfaction by verifying if goods have arrived safely and in good condition.
· Checking B/L, commercial Invoice, Packing List and Euro 1. 
· Preserve a high level of confidentiality since this position has access to a great deal of sensitive information.
· Manipulating the customers’ data with the software CRM.


Jan.2014/ July 2015		TARKETT M.E. 
				Customer Service and Order Desk Assistant 
· Customer service and inquiries.
· Order entry and management through the software SAP.
· Order stock monitoring.
· Coordinating monthly forecasts.
· Logistics operations organization.
· Claims Management.
· Handling and following up shipments from A to Z direct to Lebanon as well as cross trade. 


Sept. 2012/ Dec. 2013	Bart Engineering & Trade 
				Customer Care-Administrative (Brother’s company) 
· Handling data of customers.
· Invoicing & taking care of the accounts of clients and suppliers.



April 2008/ Sept. 2012	Pan Arab Research Center (PARC), Beirut, Lebanon
				Research Analyst- Regional coordinator (TGI)
· Report writing. 
· Conducting Interviews with Opinion Leaders, moderating Focus Groups / recruiting Interviewees.
· Coordinating and liaising with branches in the GCC, Levant 
and North Africa.
· Reviewing, Editing and Preparing Questionnaires.
· Translating Documents.
· Meeting with clients.
· March 2010- Business trip to Qatar where I moderated Focus Groups with respondents of different nationalities as well as conducted Face to Face In-Depth interviews with Executives of local and international companies.

Dec. 2001/March 2008	GEDEON GROUP 
			(MECICO & PUBLITEC PUBLICATIONS)	
			Assistant Manager

· Responsible of all types of administrative tasks and duties including
the communication of the Consulate General of Monaco in Lebanon.
· Also, providing assistance to the CEO/President as well as general office management, meeting and event coordination.
· Performing clerical tasks, research and management duties.
· Handling and following up of the Debt Collection/ Recovery accounts. 
· Preparing reports for the Credit Reporting Department.
· Collecting, editing & updating information for both titles of WHO’S WHO.
· Updating Middle East & North Africa reports.
· Responsible of the Marketing of the books in Lebanon and in the Arab World. 
· Placing orders for the Purchasing department of papers and following up the shipments with the suppliers overseas from the start till the end. 


April 2001/October 2001	 BETRA (Import/Export)
	                  Administrative Assistant
· Basic Accounting & Correspondence.
· Following up with the local clients.

1996-2001	Part-time work in my father's bookstore VOSKETAR	

· Sales.
· Accounting & Stock Inventory.

EDUCATION
· March 2003 –Academy of English, Beirut, Lebanon
English for Communication – Level VI.
· October 2002- London Chamber of Commerce and Industry Examination board- ICTN, Beirut, Lebanon.
English for Business – Distinction grade.
· 1994-2000- Saint Joseph University – Huvelin Street, Beirut, Lebanon.
Bachelor in Law.
· 1979-1994 – Arslanian – Palandjian JEMARAN College.
French Baccalaureate in Experimental Sciences.




KNOWLEDGE OF LANGUAGES

English, Arabic, Armenian, French and Basic Greek

COMPUTER SKILLS  

Microsoft Office: Word & Excel – Power Point – Microsoft Outlook - Internet Explorer. 
Software use: SAP and CRM. 

COMMUNITY ACTIVITIES

· Currently, General Secretary of the Cyprus Community in Lebanon.
· Freelance Reporter for the Armenian News bulletin at the Future Television for 3 months. (2005)
· Active member in the Alumni Association of my College (organizing trips, social gatherings etc…).(1994-1995)
· Responsible for the social and educational entertainment of young children at the Armenian club , age 10-16.(1999-2000)

HOBBIES
· Workout
· Reading
· Music
· Pet care 

REFERENCES

· Reverend Father Justinos Dib. 		Mobile : 03/335544
· Me. Samir Abi Raad- Attorney at Law	Mobile : 03/600806
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