Curriculum vitae

Personal information:
Name: Toufic Hdaife
Phone number: 76948681
Email:hdaifetoufic@gmail.com
Address: Beirut, burj abi haidar, Al mahabba building, First floor
Date of birth: February 19, 2000
Place of birth: Beirut
Nationality: Lebanese
Summary
Detail oriented worker with 3 years of customer service and administrative experience.
Skill Highlights
	· Improving customer’s experience
· Time management
· Building customer’s loyalty
· Strong communication and interpersonal abilities
· Problem-solving
· Adaptability
	· Microsoft expertise(excel,word,power point)
· Service-focused
· Team work emphasis
· Ability to evaluate performance and motivate staff
· Multi-Tasking


Experience
Customer service agent at Spinneys, Beirut
(March 2020-october 2021)
Responsibilities:
· Make product recommendations or services based on customer’s preferences and needs
· Informing customers of promotions and deals
· Answering phone calls to respond to customers questions and complaints
· Ensure that customers are satisfied with their purchases and services
· Preparing and dispatching orders
· Handling cash transactions
 Receiving admin at Spinneys,Beirut
(October 2021-july 2022)
 Responsibilities:
· Receiving goods from suppliers and checking that the order is accurate and that goods are in good conditions
· Updating company’s inventory with received items
· Comparing purchase orders with invoices and packaging lists
· Communicating with suppliers regarding any delays or inconveniences
· Processing return orders for incorrect or unsatisfactory items
· Ensuring that the physical stock matches the system’s count
· Processing receipts and documenting the details of every order
· Responding to internal and external requests for information regarding inbound and outbound transfers
· Ensuring that safety regulations are met
· Reducing the branch’s overstock


Receiving supervisor:
(July 2022-September 2022)
Responsibilities:
· Overseeing the activities of receiving department
· Ensure that the incoming goods and materials are properly inspected, stored and distributed to other departments as needed
· Training current staff on best practices related to the receiving process
· Monitoring employees attendance, performance and productivity levels
· Coordinating with other departments to ensure that the orders are filled correctly and on time
· Maintain an organized warehouse environment
· Identify and solve receiving discrepancies
Shift Supervisor:
(September 2022-Present)
Responsibilities:
· Managing daily schedules and employees shifts
· Assign duties to employees and oversee their progress
· Ensure that daily sales goals  are met
· Train new workers
· Provide guidance to employees when needed
· Resolving conflicts between employees
· Ensure that tasks are completed on time
· Keeping working area clean and organized
· Reporting the daily store operations to the store manager


Education
· Bachelor degree in Business administration at Beirut Arab University specializing in Management information Systems (September 2017-June 2020)
· Current Masters of Management students at Lebanese international University
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