 Maurice Naaman 

Baabda, Lebanon
+961 71 836 515
mauricenaaman@hotmail.com
Basic Informations
Full Name
:  Maurice Michel Naaman

Birth
:  22/11/1996
Nationality :  Lebanese HomeTown :  Ouyoun  Broumana Current City:  Houmal

Summary of Qualifications and Skills

Excellent communication and presentation skills, confident in dealing with all levels


Ambitious and eager to learn with high analytical skills

Attentive to detail and capable of multi-tasking in completing


Fluent in English, Arabic, French written and oral

Proficient in Microsoft Office and internet research


Problem-solving skills, able to identify problems and implement corrective processes

Skilled researcher

Strong leadership skills, able to make sound decisions quickly while maintaining focus on the bottom line

Standards Training Academy

Certificate of completion in Customer Service Excellence
Work Experience

Chedid RE Capital Holding

Quality Control 

April 2019 – August 2019 ( Internship , 5 months)
   Presidential Palace Avenue , Baabda
· Perform Basic administrative tasks such as printing, scanning , and uploading formal documents of files for retrieval purposes.

· Printing the production for various lines of business 
· Briefing on Property insurance , and how the brokerage firm operates 

· Briefing on the Casualty LOB.

· Working on Pivot System , an insurance and reinsurance computer software
· Review and generate correctly the placement of cover notes for casualty line of business by ensuring alignment to the binding process to avoid any coverage gap.

· Perform call monitoring and transaction review for quality control on data processing, claims processing, and report processing. Provides monthly results to management team.
M.E.K Holding – Beirut Circle

   Telesales and Telemarketing 

   January 2019 – March 2019 ( 3 months)
   Sin el Fil , Beirut

· Operate relevant equipment in a safe and productive manner
· Contact customers to inform them about the card using script
· Answering questions about the card and it’s services and offers
· Asking questions to understand customer requirements and close sale

· Direct prospects to the field sales team when needed

· Enter and update customer information in the database

· Take and process orders in an accurate manner

· Handle grievances to preserve the company’s reputation
· Excellent communication and interpersonal skills

· Cool-tempered and able to handle rejection

· Outstanding negotiation skills with the ability to resolve issues and address complaints
Virgin Megastore

Cashier 

November 2018 – December 2018 (Seasonal Job 2 months)
Hazmieh , City Center 
  Greet the customers 
Guiding and solving queries of customer
  Receive payment by cash, check, credit cards, vouchers, or automatic debits.
  Wesley’s Wholesale
Front End Cashier Supervisor
September 2016 – June 2018 (1 year and 10 months)                                                                                              Hazmieh , Beirut


•  Perform tasks essential to daily operations such as attending to cashier and register inquiries, performing necessary supervisor overrides and continuous on-the-job training and development .
•  Lead by example and perform all tasks expected of team members such as scanning items, bagging and proactively assisting customers 
•  Ensure prompt, efficient and friendly customer service by all cashiers, baggers and parking lot attendants
•  Ensure strict cash control and money handling techniques and procedures. 
•  Retrain cashiers on an as-needed basis
•  Direct customer traffic on the Front End and manage opened registers to maintain excellent customer service levels 
•  Familiarize with store layout and products to efficiently assist customer inquiries 
•  Attend to customer inquiries in regards to price differentials and very prices of products again the shelf price of the item; communicate any pricing discrepancy to the Front End Manager
•  Collect money from cashier, make change and monitor accurate tills with no overages or shortages of money.
•  Operate relevant equipment in a safe and productive manner
Supermarket Bou Khalil
   Customer Service Agent
   October 2015 – August 2016 (11 months)

   Hazmieh, Lebanon

Respond promptly to customer inquiries
    Inform clients of new products and offers
       Handle and resolve customer complaints                           

   Resolves product and service problems by clarifying the customer’s complaint
   Selecting and explaining the best solution to solve the problem

      Following up with the clients to ensure resolution

Obtain and evaluate all relevant information to handle product and service inquiries                                                                                                                                                                               Direct requests and unresolved issues to the designated resource                                                                          Record details of inquiries, comments and complaints                                                                                            Record details of actions taken                                                                                                                                 Communicate and coordinate with internal departments                                                                                         Provide feedback to the Customer Service manager on progress made 
   Majid El Futtaim - Carrefour
 Cashier
 November 2014 – April 2015 (6 months)

 Hazmieh, Lebanon

  Greet the customers
Guiding and solving queries of customer
  Receive payment by cash, check, credit cards, vouchers, or automatic debits.

  Issue receipts, refunds, credits, or change due to customers.

  Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is        adequate change

   Education
Antonine University
 Bachelor of Arts in Business Administration

 Concentration in Accounting and Auditing
 Graduation : December 2019 
Baabda, Lebanon
Collège de la Sainte Famille Française 
 Lebanese Baccalaureate  -  Life Sciences

 Graduation : June 2014
Baabda, Lebanon

Interests
Music, Cinema , Science, Technology and Sports
 References
 Available upon request

Cover letter
I’m writing this cover letter to apply to a job at your company.

I’m extremely interested in any position since it fits my qualifications and helps me gain the needed experience to build my career. I am really excited to learn from my superiors what I cannot learn in university. In addition to that, my education, teamwork and communication skills enable me to deal with people from all levels.

It would be my great pleasure to work at your company. I believe I will be of great help and any position will help me advance in my career.

I look forward to hearing from you soon. Please don’t hesitate to contact me on             + 961 71 836515 or email me at mauricenaaman@hotmail.com

Sincerely yours,

