
Marie-Elena Maalouf
Mobile Number: 71-608420
Address: Lebanon, Jbeil
Date of Birth: July 8, 1993 
Place of Birth: Baabda, Lebanon 
Marital status: single
Email:mira-maalouf@outlook.com
OBJECTIVE
My present is to aim a long-term career in your company where I can apply my capabilities, improve my skills and progress within a professional environment. I consider myself to be a confident, hardworking, and responsible individual.  Whilst hoping that my application will be successful. 
EXPERIENCE
Sales & Marketing coordinator – Credit Commercial Fueling department
IPT Group (Amchit, Leb)
June 2018 till present
· Recognize the needs of the consumer and provide detailed information to the consumer about different type of loyalty cards.
· Attract potential and new clients by answering product and service questions.
· Processing sales leads and assuring leads are directed to the appropriate staff member.
· Lease with the clients. Prepare quotation and negotiate with the prices and other issues. 
· Prepare Sales reports by collecting, analyzing and summarizing information 
· Maintaining relationships with clients by providing needed information
· Maintaining customers records by updating account information
· Developing and analyzing data to determine how to better accommodate new and existing customers
· Performing research on accounts to help increase interest in the organization
· Working with community partners to increase involvement 
· Lease with the clients. Prepare quotation and negotiate with the prices and other issues
· CRM: analyzing data about customer’s history in order to better improve business relationships with customers, specifically focusing on retaining customers in order to drive sales growth
· Collaborate with marketing and other professionals to coordinate brand awareness and marketing efforts
· Help the marketing team in organizing events for the promotion of the products and capture potential markets 
· Deliver admin training in IPT gas stations
· Deliver end user training on IPT mobile app
Purchasing Coordinator – Purchasing department
Jbeil Supermarket (Jbeil, Leb)
Aug 2016 –June2017
· identify potential suppliers based on set requirements
· negotiate with suppliers
· maintain and review purchasing, and receiving records
· evaluate suppliers, negotiate contracts and review product quality
· maintain good relationships with existing suppliers
· Searching for new products
· Prepare the purchase order and send it to the suppliers
· Following on the purchase order till we receive the order

Sales Representative – Sales department
Retail Group (Cortefiel)
Aug 2013 – Aug 2016
·  Responsible of sales and cash 
· Daily contact with clients 
· Sales target 
INTERNSHIP
Sep 2017- end of Jan 2017: Commercial network&farmtechkaslik
Internship at the procurement & logistics department:
· Make orders with the suppliers
· Follow up on the orders
· Review all processes and systems and design and implement new plans and procedures as needed.
· Assess the logistics team by reviewing their functions, roles and distributions of tasks and responsibilities;
· Perform other duties as and when assigned by the supervisor
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EDUCATION
Oct 2012- Jan 2016:Bachelor of Business Administration:  Holy Spirit University of Kaslik
Major: Business Management
July 2012:                                  Lebanese official baccalaureate: College St. Jean Okaib
                                                    Emphasis: Economy/Sociology (SE)

COMPUTER SKILLS
Microsoft Office 365 (MS word, powerpoint, Excel)
Microsoft Dynamics 365 (Customer relationship management)
Dolphin Software
VIVA application
LANGUAGES
Trilingual (Arabic,English,French)
REFERENCE
Available upon request 






