                                                                                                                 
Kahina Benaissa
Address: Beirut.
Mobile phone: 00-961 70 660 976 
E-mail: kahinaben0803@hotmail.com


Objective:

To find a career in which I can utilize my capabilities and experience to contribute to the success of your organization.

Education:

2003-2007: Bachelor degree of translation (ARABIC, FRENCH and ENGLISH)
University of Algiers.


Professional experience:


[bookmark: _GoBack]July 2019 till march2021:
Personal assistant of the Chairman and the CEO at RAMCO S.A.L
 
Job description:

· Screen and direct phone calls and distribute correspondence
· Extensively manage e-mails including checking incoming/outgoing emails and following up as necessary
· Respond accurately to internal and external information requests
· Schedule and coordinate appointments and meetings
· Organize travel arrangements, booking flights, accommodation.
· Source office supplies
· Prepare documentation for meetings and appointments
· Devise and maintain office filing system
· Assist with other ad-hoc administrative and project requirements as needed




December 2017 December 2018:
 Personal assistant of the CEO at STI METAL Down Town

•Job description:

· Acting as a first point of contact: dealing with correspondence and phone calls
· Managing diaries and organizing meetings and appointments.
· Booking and arranging travel, transport and accommodation
· Organizing events and conferences.
· Reminding the manager/executive of important tasks and deadlines
· Typing, compiling and preparing reports, presentations and correspondence
· managing databases and filing systems

February 2016 until June 2017:
Logistics Officer at Jean Claude Yared et Fils SAL

•Job description:

• Assisting the Supply Chain Supervisor with daily tasks 
• Checking the pro-forma invoice (quantity and prices) received from supplier to confirm
the order 
• Proceed with the purchase order of the material in the system based on received proforma invoice. 
• Open letter of credit files for the records and ensure proper filing after being checked by the accounting department 
• Checking the received shipping documents for any discrepancies 
• Checking the clearing documents 
• Data entry of the Price lists in the system 
• Transfer/inventory adjustments in the system as needed 
• Assist in the inventory count 
• Assist the Supply Chain Supervisor with the shipping arrangements     (negotiating with local forwarders and with suppliers for documentation) and proceeding with marine insurance 
• Assisting in acquiring and preparing the clearing documents 
• Update the price list of items whenever needed 
• Complete any special tasks related to logistics demanded by management
       • Purchasing from local list of suppliers
       • Calculating selling prices from local suppliers after adding the gross margin to be sent to the Sales Departments


April 2010-november 2014:
Shipping coordinator and administrative assistant at the company WURTH LEBANON

 • Job description:

 Responsible of logistics and shipping tasks:
•Insures proper documentation, including transit documents and customs clearances, exists for shipments. Ensure documentation is accurately processed, distributed and released to carrier, forwarders, customers and agents in a timely manner.
 • Manage shipping administration process including the up keep of accurate records, consolidating reports and catalogue all shipping data. 
 •Prepare weekly report on status of incoming shipments. 
 • Check costs from freight forwarders and clearing agents against approved rates.
 •Continuously track shipments progress and communicate delays to the manager.
 •Follow up with suppliers on Bill of Lading review before issuing the original copies.
 •Make always sure that the net/gross weight mentioned on the packing list matches with the ones mentioned on the bill of lading / invoices / and Euro 1 if any.

* Multi-task administrative requirements covering daily managerial duties.

•Managing GM Schedule /appointments.
•Answering clients efficiently /making sure that all queries are answered in the same day.
•Receiving/sending of all correspondence (documents, faxes, and e-mails) and effecting their relative filing.

July 2009-march 2010:
Interpreter at Daewoo E&C, in Algeria.

September 2008-March 2009:
Call center adviser at TLS Algeria (Services Bureau of Schengen Visas)


Skills:

Computer Skills: Microsoft office Tools (Word, Excel and outlook), navigation internet.

Languages:
Arabic, French and English.









