                                                                                                                        ABIR OSSAILY                       TEL:03/317872
E-mail Address: ossaily@hotmail.com
	Personal Information


	Nationality: Canadian/Lebanese
Address: Qraytem, Beirut
D.O.B.: August 24, 1976
Place of Birth: Kinshasa, Zaire
Marital status: Married



	Objective
	To offer my expertise in the Field of Management Consultancy Services, Finance and Human Resource Management to a reputable organization and contribute to its success. I have total content about my association with present and past work experience & the knowledge I have acquired. I urge myself to pursue the new opportunities in business to enhance my competencies and job skills to upgrade my career while contributing for the growth of the organization associated with. 

	Employment
	Ossaily Motors- Luanda, Angola (January 2018 –Present)
Financial Coordinator
· Manage payment schedules for Suppliers and Customers through Online Banking. 

· Monitor all financial transactions with the bank, through company office in Dubai.

· Provide Auditors with yearly reports to complete Auditing Financial Reports.

· Reconcile monthly bank Statements.

· Coordinate monthly shipments from Dubai to Angola.

· Coordinate with bank and company to facilitate Letters of Credit. (LCs)

· Recruit new staff for the company.
UNRWA-United Nations – Lebanon Field Office (April 2007 – February 2017)   
Human Resources Officer 

· Manage monthly activities related to Staff Payroll
· Process Staff Separations, indemnities, entitlements and transfers
· Manage employee contractual modalities within Agency
· Assist in Implement Agency guidelines to uphold UNRWA values & ethics

· Keep an up to date filing system to track all records
· Engage in  Recruitment & Selection exercises such as screening, test control, etc.
· Draft and Implement policies, processes, procedures and ensure strict adherence to them.
· Carry out outreach visits to UNRWA installations 
· Engage in Preparation of yearly Budget reports
· Supervises the preparation of and checks documentation related to staff recruitment, movements and entitlements
· Advise and counsel employees on all HR related issues

· Review and advise on HR related cases, appeals, complaints

MENA Capital – Beirut, Lebanon (January 2006-until January 2007)
Administrative and Marketing Coordinator 
· Responsible for all database for clients and their documentation

· Responsible for Office logistics and maintaining an updated filing system.

· Reviews invoices received from suppliers and customers.

· Review and finalize all agreements and contracts with suppliers

· Prepare sales agreements in coordination with Lawyer

· Monitor bank and escrow accounts, and supply accountants and auditors with needed information

· Proper follow up on terms of Agreements, and timely collection of payments from buyers, and settlement of project and third party service providers’ dues

· Update on the relevant market developments

· Responsible for employees benefits and  entitlements 
· Responsible for all NSSF and Insurance policy issues of Employees

· Employee Salary calculations and deductions
· Employee recruitment for different departments

T.A.C  (Schneider Electric) – Beirut, Lebanon (Dec. 2003-Dec. 2005)
Administrative Assistant
· Responsible for Sales Order Processing in the purchasing department and Managing Accounting Activities, such as cash control, operating expenses and overhead costs.

· Responsible for all incoming and outgoing orders in Purchase department and their shipments.
· Coordinate with the local auditing firm and TAC representative for NSSF subscriptions and Income Tax and reconciling Bank Statements.

· Follow up of bank and sales force 
· Internal Financial operations

· Responsible for reviewing Letter of Credit terms.

· Executive  assistant to working Team and to the General Manger

· Responsible for all office logistics, Courier, Inventory room and data filing, travel logistics.
· Maintain proper follow up for all files, data and documentation.

· Marketing Developments
· Contact interface with all competitors, suppliers

· Training of Direct Sales Agents

· Motivating Sales staff to achieve sales objectives

· Employees records (Sick leave, compensations, Incentives, vacation file, etc.)

· Creating new points of sales

Al-Janoub Press Advertising – Saida, Lebanon (2000 – 2003)

Marketing Assistant
Administrative Assistant to team. Managing and organizing all files , correspondence, quotations, price proposals orders, etc…
Responsible for all office Logistics, travel arrangements, Minutes of meetings, reviewing phone bills, postal services.
Follow up with all customers and our suppliers.

Invoicing of customers and money collection.

Responsible for internal managerial work, placing advertisements and meeting customer needs. 
Marketing and product Development

Advertising Methods: Billboards, Newspapers, Magazines, Guides

	Education
	Cambridge International College: (2012 – 2013)

Human Resources Management Diploma
Lebanese American University - Beirut, Lebanon (1997 – 2000)

Bachelor Degree in Business Management

Placed on the distinction list and honor list.

E.E.C. International School - Antwerp, Belgium (1992 – 1996)       
High School Diploma
Graduated with high grades

I have attended my early Scholastic years in The American School of Kinshasa (TASOK), in Congo, Africa.

	Training
	UNRWA  Induction Programme 
Competency Based interviewing Skills course

Leadership and management Skills Course 

· Interview Skills 
· Online Recruiting System (Amman, Jordan)

· Team Building Course
· Taxation, Accounting and Auditing with Tax experts  Auditing Firm.  
· Training on Letters of Credit, Account opening

· Employment Rate and Employee Educational Statistics



	Computer Literacy
	Microsoft Application: Excellent knowledge of  Word, Excel, 
PowerPoint, Access, Acrobat Internet, Netscape, Photoshop, 
Outlook and Internet

	Languages
	Proficient in English (First Language); fluent in Arabic & French

	References
	Aref Abu Khalil – Human Resources Services Officer, UNRWA 03043141
Lara Sahyoun-  Field Training and Performance Evaluation Officer, UNRWA 03437667
Mirna Mananna- Operational Manager, al Janoub Press Advertising 03411314




