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	Personal details:

	Name:Toufic Hdaife

	Residential address: Burj abi haidar,main street,al mahabba building,first floor

	Mobile:76948681

	Email:Hdaifetoufic@gmail.com

	Date of birth: February 19,2000

	Nationality:Lebanese 

	Career objectives:

	To be involved in a challenging position at a reputable organization to expand my learnings,knowledge and skills

	Educational background:

	MBA student at Lebanese international university
September 2017-july 2020:B.A in MIS at Beirut arab university

	September 2014-june2017:High school certificate at saint-elie btina

	Skills:

	· Adaptability

	· Team work

	· Work under pressure

	· Computer literate

	· Attention to details

	· Good oral and written command of english

	· Open to learning and developing new skills

	· Organized ,working effectively and efficiently to achieve a goal
· NAVISION system proficiency

	Work experience:

	February  2021-october2021  Customer service agent at Grab’n go kantari:

	Responsibilities:

	· Make product recommendations or services to the customer based on their preferences and needs

	· Ensure customers are satisfied with their purchases and after sales services

	· Inform customers of promotions and deals

	· Answering phone calls to respond to customers questions and complaints

	· Resolving problems by clarifying the customer’s complaint

	February 2021-october 2021: Cashier at Grab’n go kantari

	Responsibilities:

	· Handling cash transactions

	· Preparing and dispatching orders

	· Receiving goods from suppliers and checking that the order is accurate and that the goods are in a good condition

	· Reporting to the management about any damaged or inaccurate orders 

	Ocotber 1 2021-november 2021 : Cashier at Spinneys hamra
November 2021-present:receiving administrator at spinneys hamra:
Responsibilities:
· Updating company’s inventory with received items
· Processing returns for incorrect or unsatisfactory items
· Comparing purchase orders with invoices and packaging lists
· Communicating with vendors regarding delays or problems
· Processing receipts and documenting the details of all orders
· Responding to internal and external requests for informations regarding inbound and outbond transfers
· Ensuring that the physical stock count matches the system count
· Preparing a daily detailed report of the received orders 
· Assisting in the monthly stock take
· Securing informations by processing a weekly data backup
· 






 

