Kaspar Momdjian

Email Address: Casper.momdjian@gmail.com   Date of Birth: 30/10/1996      
[bookmark: _GoBack]Contact Number: 961 3514918                        Location: Zalqa

Work Experience: 

Sales Supervisor                                                                                     Momdjian Bros                                                          May. 2018 – Sep. 2019        
· Answer potential customer questions and follow-up call questions
· Provide customers with information on prices and any associated discounts or deals
· Lead customers through the buying process by boxing, wrapping and bagging their purchases
· Educate customers about warrantees and guarantees of sold pieces and ensure that all documentation is included with the bagged product
· Send out thank you texts to customers and keep them in the loop regarding new arrivals
· Receive and report on all sales leads
· Follow up with repairs and any ongoing projects as to respectively meet the clients’ deadlines. 
· Follow up with the digital marketing coordinator for any future photoshoots of new arrivals and the necessary promotion procedures

Procurement Coordinator	                                                                                     DHAS                                                           Dec. 2017 – April 2018        
· Negotiating, screening, and coordinating with external suppliers
· Assisting with vendor contract negotiation to maximize cost-effectiveness
· Coordinating with project management staff to ensure a project’s supply needs are met
· Gathering market data and forecasting changes to assist in budgeting and cost savings
· Organizing purchase orders, requisitions, and related documentation
· Other support and administrative duties related to supply procurement
· Forecasting supply and demand to prevent overstocking and running out-of-stock (OOS)
· Submitting purchase details (vendors information, invoices and pricing) to internal databases
· Placing orders to replenish merchandise as needed
Operations Data Entry                                                                                 FedEx                                                          Sep 2016 – Jan 2017    
· Verify data by comparing it to source documents
· Update existing data
· Produce reports
· Retrieve data as requested
· Perform regular backups to ensure data preservation
· Sort, organize and store paperwork after entering data
· Entering customer and account data from source documents within time limits
· Daily inventory checking for standby goods
· Dispatch daily courier routes for delivery
Data Entry Operator	                                                                                   Port Of Beirut (CAMA)                                Jun 2015 – Aug 2016
· Transfer data from paper formats into database systems
· Type in data provided directly from customers or other parties
· Compiling, verifying accuracy and sorting information to prepare source data for computer entry
· Reviewing data for deficiencies or errors, correcting any incompatibilities and checking output

Education:

Bachelor in Finance                                    Sep 2016- Till Present                         
Arab Open University


Certifications:

· Food Safety and Customer Service - Zaatar w Zeit (ISO 22000 Certified)
· Gold Achievement in Supply Chain Management Evaluation - TNT Express.
· Microfinance workshop - “EMKAN”(sister company of BankMed)


Key Skills:

· Detail oriented, Creative problem solving, Team player, Pressure performer
· Armenian, English, Arabic
· Proficient in Microsoft Office applications
· Proficient in the following Softwares: Squirrel, Omega, PIMS.
· Responsive Web Design; Basic: (Html and Html5, CSS, Applied Visual Design, Applied accessibility, Principles, CSS Flexbox, CSS Grid).



