
Nancy Hanna
	Personal Information
	Nationality:      Lebanese                          Phone: +961 70 156 784 

Date of Birth:   08/11/ 1983                      Email : nancyajamianhanna@gmail.com
Marital Status:  Married
Address:            Fanar - Lebanon.      

	Education
	2005-2008: BA in Business Management
                  Arts, Sciences, Technology University of Lebanon (AUL)
2003- 2005: Marketing
            American University of Science & Technology (AUST)
2001-2003: Lebanese University -Faculty of Law
2000-2001: Baccalaureate Socio- Economy
                  Carmelites, Lebanon
              

	Languages
	Fluent in Arabic, French and English oral and written.

	Experience
	· September 2009 – January 2020: PCDealNet – ITG Company

· Accountant and Assistant Manager
Account receivables transactions (Cash, Cheques, Bank Transfers…)

General Ledger transactions (Bank Receipts, CNSS…)
Preparation of Lebanon and Iraq Customers reports (Margin, Credit limits, unpaid dues, …)
Tracking of Customers payments and follow-up on collection.

Tracking of customers’ financial situation.

Preparation of weekly Cash Flow report

Preparation of monthly attendance reports (Presence, Sick Leave, vacation…)

Account Payable transactions (Invitation, Travel expenses…)
Control of sales Orders for all the companies (Price, availability…etc) 
 Control and audit of stock inventories

 Correct stock discrepancies

Issuing invoices, Credit notes, consignments… 
· September 2008 – August 2009: Midelia company (Real Estate) - Lebanon
· Assistant Manager 
Manage all Business operations for national touring company, responsible for Marketing.

Schedule, finances and public relations.

Negotiate contracts, carry out billing, and maintain all project files. Oversee accounts payable

And receivable.

Prepare and distribute all marketing and promotional materials, including brochures.

Responsible for ordering and purchasing office supplies, and controlling company inventory.

Handled correspondence, answered the phone, responded emails, and greeted visiting clients 

And business partners.
Arrange meetings between buyers and sellers when details of transactions need to be negotiated. 
· May 2007 – May 2008: Duty Free (Union TOBACCO)- Lebanon
· Salesperson 

Applying excellent customer service skills whilst offering advice and assistance customers 
 In a professional and efficient manner.
Keeping calm and professional when dealing with aggressive customers

Arranging window displays (and special promotions)

Attending and engaging in team meetings relating to budgets and targets and company updates.

Ensuring that all products and displays are maintained to the highest standards of customer 
Satisfaction and legal requirements.

Computer Literacy

Traverse, Outlook, Word, Excel, PowerPoint and Internet.
Hobbies

Swimming, music, movies.
References available upon request



	

	

	


