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	Contact information

	
	Mobile: +961 71262166
Email: tala.alwan@lau.edu
Address: Beirut, Lebanon


	Education

	


	2018	Lebanese American University	Beirut, Lebanon
Bachelor’s in Business Administration – Banking & Finance – Distinction.

2014	Rawdah High School	Beirut, Lebanon
Lebanese Baccalaureate – Economics & Sociology.

	
professional Experience

	
	
Bank Libano-Francaise	        Beirut, Lebanon
Teller                                                                                       April 15 2019 – Present

Assisting customers with processing transactions, such as deposits, withdrawals, or payments, resolving complaints or account discrepancies, and answering questions.
Informing customers about bank products and services.
Tracking, recording, reporting, and storing information related to transactions, bank supplies, and customers, ensuring all information is accurate and complete.
Maintaining and balancing cash drawers and reconciling discrepancies.
Packaging cash and rolling coins to be stored in drawers or the bank vault.
Keeping a clean, organized work area and a professional appearance.
Handling currency, transactions, and confidential information in a responsible manner.
Using software to track bank information and generate reports.
Following all bank financial and security regulations and procedures.

Green Glory                                                                                           Beirut, Lebanon
Sales Executive – Export                                                               December 2018 –April

Lead on customer communication with regards to order processing, documentation requirements as well as resolving any potential issues.
Generate proforma invoices & advise on product specification, packing & pricing structure.
Prepare all export documentation material including: Invoices, Packing Lists, BL.
Monitor clients` financial risk factors such as balance of accounts, credit facilities, liabilities and overdues. Report status directly to CEO.
Review, analyze and follow up on sales reports and monitor the business performance.
Act as a liaison between departments for an enhanced cross functional synergy.
Contribute to establish sales & purchase contracts in coordination with legal department.
Coordinate along with the accounting department to evaluate customers’ position.
Adhere to internal policies, standard operating procedures and code of business ethics.

Fadi Fruits	                                                                                      Beirut, Lebanon
Part Time - Sales Support Executive                                              October  2018 – Present

Update & track weekly price lists, including promotional campaigns and price adjustments.
Prepare invoices and interact with key clients on order placement and processing.
Monitor the financial status of credit clients and evaluate the financial risks of liabilities.
Responsible for issuing weekly and monthly reporting of sales, Customer vs Brand.
Monitor competition, including “Vegetable Markets” and adjust pricing strategy accordingly.
Responsible for category management & merchandise placement, as well as merchandising.
Accountable for the internal reconciliation of accounts of Visa & MasterCard transactions. 
Manage social media channels, including Instagram, Facebook, and relevant platforms.

BankMed                 	                                                                          Beirut, Lebanon
Intern – Training Program	                 August 2017
Enjoyed a 4-week orientation program across different functional layers of the bank including customer service, front desk teller, and back office conciliation. The opportunity provided me a visual live-case perspective on the practical day-to-day operations of the banking industry, complementary to the existing theoretical side. 
Dealt with cash withdrawals & deposits, bank transfers, currency exchange, account opening, loans & facilities issue, domiciliation of salaries, letter of guarantee, credit card settlements, utility payments, checkbooks, certificate of deposit, letter of credit, statement of account, dormant accounts as well as customer complaints.
LAU Financial Aid	                                                                          Beirut, Lebanon
Part Time – Administrative Support Officer                     September 2015 – September 2018


LAU Summer Camp	                                                                          Beirut, Lebanon
Part Time – Group Leader                                                           July 2015 – August 2016


	Professional Skills

	
	Fluent command of written and spoken English. 
Experienced with all Microsoft Office applications.
Team player with strong organization, communication and public speaking skills.
Negotiator with an achievement orientation mindset, driven by high learning capabilities.


	Interests & HObbies

	
	Music, cinema, fashion, sports and reading.



	References

	
	Available upon request.




