 Sylvie Seif Hassrouty
                                                                                                                             Zouk Mikael, Keserwan
Born in Achkout, March 02, 1987
	Mobile: 03693377; silvy.seif@hotmail.com

Education
Bachelor of Business Administration
Major: Finance, Year: 2009
Holly Spirit University of Kaslik – USEK

High School Diploma: Science & Economics
Year: 2005
College Sainte Louise – Les fille de la charité 
Ajaltoun – Keserwan


Experience
· ESTATES SAL – Property development & investment - Gemmayzeh, Beirut

Senior administrative officer
October 2015 to present

Executive assistant for Procurement manager
January 2012 to September 2015

· LEVANTINGS PROJECTS SAL

Accountant 
September 2008 to December 2011

· SHTRUMPF Salad bar & grill

Operator & customer service
January 2007 to August 2008




Highlights

Procurement 

· Setting the tender documents to send the invitations for bidding 
· Negotiation of supplier terms and conditions and contract administration.
· Prepare and maintain purchasing records, reports and price lists.
· Process purchase requisitions / orders 
· Driving and managing relationships with project stakeholders and suppliers to ensure procurement achieved their budgetary and product delivery/performance goals.
· Manage suppliers’ invoices and payments.
· Follow up contract performance, including delivery, receipt, warranty, damages and insurance.
· Receive shipments and ensure both quality and quantity.


Accountant
· Prepare bank transfers and letters.
· Prepare bank position and reconciliation.
· Prepare weekly payment reports.
· Record daily journal entries.
· Control of petty cash.
· Perform suppliers and clients’ reconciliation.
· Prepare the monthly and quarterly reports.
· Assist in the yearly audit with external auditors.
· Issue all kinds of sales invoices and control billing status.

Executive assistant
· Office supply 
· Logistics management
· Insurance policies
· Flights booking and hotel reservations
· Visa and residency applications
· Minutes of meetings


Exhibitions

· DREAM 2014 
· DREAM 2012 
· BIPF 2012 
· DREAM 2011 
· PROPERTY FAIR 2010 


Projects

· CEDAR HOUSE (BCD)
· THE COURTYARD (BCD)
· SAIFI KHAN (Saifi Village)
· SAIFI 162 (Saifi Village)
· HAWWA RESIDENCE (Aley)
· BOUYOUT DAROUN (Keserwan)
· PRIVATE RESIDENCES…


Skills

· Microsoft Office Skills  
· AutoCAD basics 
· Brains accounting software
· Administrative writing skills
· Strong negotiations skills
· Supply management


Languages

Arabic 
Oral: Native	Written: Native			Reading: Native

English
Oral: Intermediate	Written: Advanced		Reading: Advanced

French
Oral: Intermediate 	Written: Advanced		Reading: Advanced



	
Hobbies
- Jogging
- Cooking


References

Available upon request		
