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[bookmark: _GoBack]Seeking a position with a well-established organization and a stable environment in the field of Supply Chain utilizing the ability to direct processes of procurement, inventory control and distribution.
Skills
	1. Excellent communication skills
1. Arabic, French and English (Fluent)
1. Excellent computer skills
1. Microsoft Office
1. PIMS – Profile Integrated Management System
1. Traverse System

	Team Oriented
Clear and concise in verbalizing ideas
Clearly define and communicate issues
Enthusiastic and committed to work





Experience
MAY 2019 – PREESENT
Supply Chain & Procurement Specialist / Intermeuble Design SAL-Holcom (Holding) SAL

· Managing relationship with Key Suppliers 
· Placing orders for showroom and clients
· Confirming orders are accurately placed with correct specifications, quantities, pricing & delivery requirements 
· Creating relative Purchase Order (PO) on Traverse Global
· Communicating with suppliers situation of orders placed and their delivery date to ensure goods are procured timely
· Supporting finance department in scheduling payments due to suppliers
· Organizing with forwarder shipments of goods ready from different suppliers
· Arranging all legal documents needed for logistics 
· Checking with finance department payments to be done for customs, clearance, and freights
· Receiving and invoicing goods on Traverse Global
· Preparing packing lists for stock keeper
· Distributing costs of shipments to obtain Landed Cost of goods
· Extracting Cost Price Operation of each supplier
· Preparing monthly/annual Procurement reports 
· Ensuring implementation and maintenance of an updated supplier’s database with catalogues and pricelists 
· Ensuring archiving of validated Purchase Order files in addition to supplier invoices and logistics files (hard & soft copies)
· Supporting customer service with all Clients’ requests from suppliers
· Liaising with the team if issues are identified in the received goods
· Dealing with insurance company for coverage of shipments and available stock in showrooms and warehouse
· Planning with salespersons consignments of goods from showroom

MARCH 2019 – MAY 2019
Procurement Specialist / ABELA Freres-
Holcom (Holding) SAL

Working on the following project in pharmaceutical field
· Introducing Purchasing Order (PO) process on Traverse Global
· Placing orders for medical items and entering data on Traverse
· Receiving and invoicing orders on Traverse Global
· Distributing  costs of each shipment to obtain the relative Landed Cost
· Extracting Cost Price Operation of each shipment 
· Implementing a stock keeping software which works live with Traverse and enables Stock Keeper to receive goods in warehouse through scanning the items’ barcodes

MARCH 2013 – FEBRUARY 2019
Procurement Specialist & Stock Controller /
 Inside SAL/Vivre-Dbayeh

· Preparing shipment of containers overseas from Italy to Lebanon
· Importing purchasing operations on PIMS
· Receiving invoices from all suppliers for clients and showroom orders
· Processing clients’ orders and supporting documentation for all branches
· Handling customer accounts, receipts, and statements of account of the three branches
· Taking necessary action to settle all outstanding invoices. 
· Generating sales and inventory reports for three different branches
· Executing inter-warehouse transfers between the three branches
· Performing monthly inventory control of the three branches
· Issuing daily transactions (invoices & receipts)
· Organizing deliveries to clients 

_____________________________________________________________________________________
September 2012
Internship / Byblos Bank – Okaybe 

· Operating as a teller (cash withdrawals, deposits, end of day reports, cash and cash drawer, car fees…etc)
· Treating all personal banker operations (new accounts, introducing new services and bank products…etc)
· Encouraging new customers to issue debit cards
· Demonstrating and convincing new customers to use ATM machines


Education
2009 - 2013
Bachelor of Business Administration / Notre Dame University - Louaize
Major: Banking and Finance
May 2009
Lebanese Baccalaureate / Antonine Sisters School - Ghazir
Emphasis: General Science
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