Mariam Issam Cheaitani – +961 3056598

Personal Information
	Full Name
	MariaM Cheaitani.

	Date Of Birth
	23 Nov 1981.

	Place Of Birth
	Beirut – Lebanon.

	Gender
	Female.

	Nationality
	Lebanese.

	Current Address
	Mreijeh - Mount Lebanon – Lebanon.

	Tel. Number
	+961 3056598

	E-Mail Addresses
	mariamcheaitani@gmail.com 


	Marital Status
	Single.




Objective	
To find employment in a company that provides professional working environment and the possibility to advance both in professional and personal levels while benefiting the company of my working experiences and education.

	
Experiences
	2015 till 2017
	DIDO Education
Area Sales Representative (Beirut/Mount Lebanon/Sount Lebanon)
· Promote company's educational methods and children's literature books to schools, public organizations and book professionals.
· Meeting with school principals and coordinators.
· Ensure follow-up and after-sales service.
· Managing and updating the customer database.


	March 2014 till March 2015
	Rital Sportswear – Lebanon
Buyer
• Meeting with suppliers and negotiating contract.
• Arrange for disposal of surplus inventory, slow moving and non-moving items.
• Working closely with tailors on any new design. 
• Analyzing consumer needs and expecting future trends.
• Forecasting sales levels.
• Preparing promotions.
• Reviewing performance indicators, such as sales and discount levels.
• Managing plans for stock levels.
• Checking any changes in demand and logistics.
• Maintaining relationships with existing suppliers and sourcing new suppliers for future products.

	
July 2010 till Feb 2014
	

Liban Lait (Candia) – Lebanon
Senior Supply Chain / Product management
· Responsible for the management of new or existing products.
· Controlling the stock of the company (farm, factory and production) of raw materials and finished goods.
· Prepare the budgeting with the finance department.
· Coordinate with the marketing and sales department for the launching of new product.
· Implement improvement processes and systems to reduce inventory, minimize costs and maximize working capital.
· Manage and control perpetual inventory stock counting / inventory accuracy checks.
· Follow up purchases status and communicate with the suppliers when needed.
· Make and analyze weekly and monthly forecasting for finished goods and raw materials.
· Follow up with sales and marketing department regarding any events to ensure the sufficient productivity of goods and availability of raw materials.
· Make sure that the quantity of items does not increase or decrease the minimum and maximum stock.
· Write and maintain accurate written procedures for all main inventory control processes and functions.
Be responsible for managing and running planned stock takes.

	October 2007 till July 2010
	Azadea Management HQ - Lebanon
Inventory Specialist / Cost Controller (for Fashion and F&B)
· Prepare monthly financial reports to be presented to the operation manager.
· Extracts financial data from various accounting and information systems.
· Prepare all reports where the brand manager could prepare the OTB.
· Performs financial and cost accounting analysis of data.
· Maintain inventory for same and forecast all business performance and recommend appropriate.
· Follows up on imported Purchase Orders and processes, as well as updates the stock level with the receiving of the shipments on daily basis and Communicate with the suppliers (credit and debit notes).
· Train the shop managers and assistant shop managers on stock management.
· Preparing the costing for F&B and Fashion.
· Controlling the stock in the shops and warehouses.
· Support the staff in the inventory.
· Reviews Inventory results generated and conducts investigations when needed.

	July 2003 till August 2007
	ELDORADO Shopping Center – Lebanon
Merchandise Planner / Stock management (Junior Buyer)
· Responsible for ensuring that products appear in the right branches.
· Planning and selecting range of products to sell in retail outlets according to the region.
· Supervise the opening of new shopping centres including recruitment process.
· Weekly analysis which includes sales margin and billing.
· Producing and maintaining sales and forecast reports.
· Controlling the company system and stock in 12 branches.
· Working on local and external purchases.
· Costing and pricing the items.
· Monitor close-out items, communicate to management, and track orders to ensure successful depletion of inventory.
· Completing transactions for all deliveries.
· Updates the sales figures into Inventory data.
· Follow up all operations transactions between branches and warehouses.
· Liaising with shop personnel to ensure supply meets demand.
· Getting feedback from customers.
· Training and mentoring junior staff.

	2002 – June 2003







	Merle Norman Cosmetics Studio 
Assistant Sales Manager 
· Greet customers and support them.
· Manages personnel and develops sales and sales support staff.
· Develops specific plans to ensure revenue growth in all company’s products.
· Communicate with the supplier for new orders.
· Purchasing and stock controlling.
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Education
	November 2005 till September 2006
	Microsoft Certificate System Engineering (MCSE)
American University of Culture & Education
Badaro Campus, Beirut – Lebanon.

	2003 - 2005
	Bachelor of Computer Science
American University of Culture & Education
Hadath Campus, Mount Lebanon – Lebanon.

	
2000-2003
	Technique Supérieure Business Computer
Byblos Institute
Furn Shebak, Mount Lebanon – Lebanon  

	2000
	Lebanese BAC-II, Expérimental Science
College Des Peres Antonins
Baabda, Mount Lebanon– Lebanon.



Language Efficiency
	
	Spoken
	Written
	Reading

	English
	Fluent
	Fluent
	Fluent

	Arabic
	Mother Tongue
	Fluent
	Fluent

	French
	Fluent
	Fluent
	Fluent

	Spanish
	Poor
	Basic
	Basic



Interests and Activity
Running, Reading, Skiing and Swimming.

Personality
Have excellent communication skills; relate well to staff levels. Enjoy challenges of analyzing and modifying deficiencies to improve production efficiency.
Key strengths include:
· Excellent interpersonal skills.
· Skilled in planning, organizing and problem solving.
· Tenacious and goal-oriented.
· Creative, adaptable, hardworking, learn new responsibilities quickly.
· Clear & calm, capable of controlling my emotions.
· Able to work under pressure.

Skills & Software
MS Office - JD Edwards - SAP – Omega - Business Pack – ASP – Visual Dolphin – System 5 – Great Plains – SAGE - Softpharm.


PROJECTS
1- Project Consultant
· Finding manufacturers for a new brand (Lebanon and Turkey)
· Search for the right suppliers for materials 
· Negotiating prices
· Working with marketing researchers (social media) to launch the new brand.

2- Project Management Consultant for the opening of a Spa and Fitness Centre
· Preparing the requirements and analysis for the opening of the biggest Spa Centre in Lebanon.
· Managing the structure of the strategy and the structure of the centre.
· Meeting Suppliers for opening requirements.
· Analyzing figures.
· Preparing ROI.

3- E-commerce Project for a publisher of books in Lebanon. 
· Using HTML I created a link where customers can buy books using a prepaid card.
· Design the prepaid card.
· Design the internal necessary documents for all the project used in the company.
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