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Sandra Radwan Al Dana
Address: Salim salam ,Al Dana Blg,7th floor ,Beirut ,Lebanon
Phone:+9613 741057 
Email: Sandra.eldana@gmail.com

	OBJECTIVE 
	I am seeking a customer service representative position using all my expertise in the field of management and finance.
 Dedicated banking specialist with 12 years of experience in the banking sector. Strong customer focus, client support and client relationship management skills. Strong abilities in organizational conceptual and logical problem solving.
Able to multi tasks skills and resolving customer complex inquiries and straightening customer-client relationship.
Solid interpersonal skills and ability to establish productive working relationships with team and management.




	WORK
EXPERIENCE
	04/2009 - present
Fransabank SAL-Customer Services representative, Credit cards Department. 
Responsibilities:
· Customer service representative for hors bank client(VIP clients)
· Assist  the  clients on daily basis (transaction inquiry, increase limit, payment, statement, renewal cards) 
· Maintain relationship with clients to understand local market needs.
· Follow up with non-compliant clients and sending “warning note”. 
· Sending files to legal department concerning defaulting clients.
· Providing the management with monthly reports for non-compliant clients.
· Resolving all complaint received either from branch or clients. 
· Providing the management with monthly statistical report for number of credit and debit cards issued, the usage on both POS and ATM, number of charge back incidents per month.
· Studying of new credit cards files.
· Providing the insurance company with monthly reports.
· Responsible for ordering the stock of new plastic credit and debit cards and checking the stock of cards on monthly basis.
· Processing the priority pass monthly lounge visit report.
· Ordering the stock of priority pass cards.
· Knowledge of electronic cards, payments industry and data processing industries.
· Providing necessary education and training to the branch regarding credit and debit cards features and services.
· Responsible for the renewal of insurance policies and premium to be paid ( loss of cards insurance and travel insurance)


06/2005-03/2009
Telepower Panasonic, Accountant.
Responsibilities:
· Checking daily invoice
· Data entry for financial transactions (clients and suppliers)
· Preparing payment to vendors
· Reviewing and reconciling accounts
· Manage books of bank account.
· Checking the stock




	EDUCATION

	 2000 - 2004
Bachelor Degree of  Business and management, Saint Joseph  University (USJ) Beirut-Lebanon
2000
Baccalaureate Diploma, College Elite, Beirut, Lebanon.




	ADDITIONAL
SKILLS 
	Microsoft Office package: Microsoft Word, Excel, Access.
French, Arabic (native) English (fluent).





	Professional Certificates 
	· Banking Ethics certificate.
· Customer Products workshop by Visa International.
· Lebanese regulations certificate.
· Transaction processing overview Certificate: MasterCard international academy
.



	
	



	Activities 
Hobbies

	Sports (Gym Basket), Yoga, reading.





