Roukoz Abi LLamaa 
Address: Mansouriyeh 
Mobile: 71-206046 
E-mail: abillamaar@gmail.com 
Date of Birth: 6th February 1989 

Education:  
2015 – 2016: Certificate in the Human Resources Management-Haigazian University 
2009 – 2013: Bachelor in Law-Lebanese University-Jal El dib 
Work Experience: 
[bookmark: _GoBack]September 2021 till Now – HR Manager La Ferme St Jacques (Butec)
· Maintain Personnel Files
· Monthly Salaries, Taxes, NSSF.
· Annuals Leaves, Sick Leaves 
· Performance Appraisal
· Follow up with branches ( Schedule , Training ….) 
   2020 -October 2021 Office Manager Executive and HR Assistant - Sandwich W Noss S.A.L. (Head Office) 
 
· Maintain Personnel Files 
· Generate Payroll 
· Assist the HRM in the open recruitment day, annuals leaves, NSSF, Insurance, Employees Uniform and other daily tasks.  
· Handling Cash from all branches and check the daily cash summary 
· Generate Daily, Weekly, Monthly Sales Reports 
· Statement of accounts 
· Cost Control: Data Entry and Posting Invoices. 
· Follow up with all branches (Invoices related to suppliers, totters, zomato bills…). 
 
2017 - 2019 - Sales Manager - Just Angel Uniforms 
 
· Managing a team of Sales 
· Strategic thinking & Sales Analysis 
· Achieving growth & hitting Sales target 
· Managing, recruiting, objectives setting, coaching & monitoring the performance of sales represntatives. 
 
2015 - 2016 – Internal Legal Affairs –Dunkin Donuts 
 
· Follow up Contracts handling ( Legal docs, Municipality legal affairs, Payment terms, assembly, ministry of health ) 
· Providing management with effective legal, advice on business issues and company strategies. 
· Ensure the company compliance with the statutory and corporate governance practices and guidelines 
 
 2013 - 2015- Internal Auditor – Dunkin Donuts. 
 
· Cost Control ( Cash enclosed, Daily cash report, voids, Yoyo, issuing DD cards, cash delivery ) 
· Wastage ( Return, inventory check, free stock, product testing. ) 
· Inventory forms ( weekly & monthly stocktaking ) 
· Budget control 
 
 
• References are available upon request 
 
