

Mrs. Fawz Salim Nsouli
Tallet El Khayat, Beirut, Lebanon
Mobile: +961 70 796 452
Email: FawzNsouli@hotmail.com

Objective


My aim is to contribute in your company as a productive employee. A position offering challenge, accountability and an opportunity for career advancement in which I can fulfill my ambitions and enhance my abilities.
Work experience
2021-Present	Goodies SAL,Beirut – Verdun
				Human Resources 
Responsibilities include: 

· Maintain employee records (Attendance, Sick leaves, Annual leaves)
· Coordinate communication with candidates and schedule interviews 
· Fill NSSF and Ministry of Finance documents
· Follow up on staff needs (advances,clothes,doctor visits ..)
· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc)

2019 - Present	KVA SAL , Beirut – Mar Mkhayel
                                          Maintenance and SAP Operator  
Responsibilities include: 

· Generate and extract daily, weekly, monthly, quarterly, and yearly reports 
· KPI testing, follow up and validation with maintenance engineers to ensure cleansed data and reporting 
· Generating Reports, testing and follow up (SAP and Jasper)
· Prepare and invoice Bills of Quantities (B.O.Q) for Preventive, Corrective, and Emergency Maintenance WOs
· Manage SAP Preventive, Corrective, and Emergency Maintenance plans and Work Orders (plan, create, schedule, and follow-up with supervisors and engineers to ensure execution and completion) for Beirut and Beqaa divisions
· Interact with the call center centralized team to solve subscribers’ complaints 
· Generating Purchase Requisitions (PRs) related to Subcontractors 
· Control of the Mobile Stores (issuing, returning, and transferring goods) to track the material statuses and quantities used and needed by the Maintenance Department
· Coordination with EDL Engineers to ensure completing all the jobs, with a yearly “Master Plan” provided.
· Coordination with different departments once required.






[bookmark: _GoBack]2016 - 2019	Maître Rami Basil- Blom Bank SAL lawyer, Beirut – Bourj Hammoud 
                                           Accountant, Administrative Assistant and Collection officer  
                                                                            
Responsibilities include: 

· Follow up
· Data entry
· Prepare weekly report 
· Prepare financial reports (Income statement, Balance sheet and cash flow statement)
· Write and distribute email, correspondence memos, letters, faxes and forms
· Assist in the preparation of regularly scheduled reports
· Following up on late payments with customers by phone 
· Reaching a settlement that satisfies both parties
· Tracking and recording payments that are due and/ or made 
· Investigate historical data for each debt 


2015 - 2016	Blom Bank SAL, Beirut – Hamra
Trainee in the Retail Division 

Responsibilities include: 

· Recruiting trainees for different departments
· Managing the files of the trainees
· Personal assistance for Assistant General Manager
· Preparing and conducting the interviews of the applicants


2013 - 2013	Arope Insurance, Beirut – Concorde
Trainee in the Health Department

Responsibilities include: 

· Recruiting trainees for different departments
· Data entry for the Clients’ files
· Managed and properly archived the clients’ files
Education

	2011- 2015
	Beirut Arab University (BAU), Beirut 
Bachelor of Business Administration- Management


	2009 - 2011
	René Moawad  High School, Beirut
Lebanese Baccalaureate in Economics



Volunteer Experience


2019 – Present	Volunteer at Lebanese Civil Defense



Skills

Computer Skills                 Microsoft word, excel, power point

Soft Skills                    
· Reliable under any circumstances
· Good communication skills
· Good sense of responsibility
· Seriousness and priority for the job
· Team work spirit

Personal information


Language	Arabic - Native English - Fluent 

Marital status	Single

Gender	Female 





   Reference available upon request

