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15/12/2021 – 15/07/2022
Financial officer at Popular Aid for Relief and Development “PARD”

· Reviewing accounting documents to ensure accurate calculations and bookings
· Performing all types of reconciliations(Banks, suppliers)
· Assisting in monitoring budget variances
· Track bank deposits and payments
· Supporting the financial manager when required


2015 - 2021
Senior Relation Officer at Bank of Masr & Lebanon “BML”

· Responsible for meeting / exceeding targets as agreed with Citi at Work Head. Plan and implement sales strategies with the team to achieve targets
· Actively monitor and manage the relationships with various partners and vendors based on a thorough knowledge of each
· client’s history, market, internal structure &amp; diverse needs
· Drive micromarketing and customer engagement activities in given portfolio of companies
· Provide a comprehensive, multi-product banking solution to companies for their employees including payroll linked bank accounts, credit cards, loans, insurance products etc
· Serve as escalation point for complex issues, providing support to management and relationship management team
· Leads and drives a culture of creative and strategic thinking to arrive at multiple potential ways to achieve identified client goals
· Maximizes profitability of assigned portfolio by effectively selling the value Key provides
· Effectively analyses and manages risk related to assigned portfolio with a view to improving the Bank’s risk/reward exposure
· Follow market trends and developments to increase the bank’s business in established and developing markets
· Drives new business development, portfolio management, credit quality and overall relationship management of an assigned portfolio of commercial customers
· Build and maintain relationships in a high traffic banking center environment 

2012-2014
Customer Service at Bank of Beirut “BOB”:

· Establish, retain and deepen relationships with existing and potential customers.
· Achieve team sales goals and provide quality services
· Responsible for offering and selling financial products & services (such as: credit cards, Loans, managing accounts, for both customers & business customers
· Redirected calls as needed and worked with supervisors to address any outstanding issues or concerns.
· Seeking and capitalizing on referrals from customers and contributing in Bank’s revenue
 
2009-2012
Teller at Bank of Beirut “BOB”:

· Process Transaction accurately and efficiently in accordance with established policies and procedures
· Identify customer needs and refer financial products to customer & small customers
· Consistently seek for new customers and meet customers’ needs
· Be compliant with all financial regulations
· Assist other tellers & train new tellers
· Build customer loyalty


2008-2009
Executive Assistance at Nassar Engineering Services (NES):

· Dealing with all secretarial issues.
· Maintaining calendar, schedules appointments and meeting room.
· Research over internet and basic office needs.
· Coding data as necessary prior to computer entry using list of code.
· Assisting in establishing filing system.
· Taking care of all correspondences.
· Typing routine correspondences and reports.
· Filing all correspondences.








	Languages —
	KEY SKILLS 
	

	
	
	

	Arabic- Native Language
French & English: Fluently spoken & written.

	

· Good knowledge of the financial services industry and any other skill will be highly value added
· Expert knowledge of sales cycle, from initial prospecting through closing, with knowledge of the nuances of procuring government business strongly desired
· Detailed knowledge of procedure and regulations and ability to ensure both the bank and its customers adhere to the Service Level Agreement
· Strong working knowledge of Word, Excel, Lotus Notes
· Good knowledge of banking products; understanding of credit and risk essentials
· Good knowledge of Financial Analysis & Lending skills
· Good Knowledge of project finance analysis
· Experience in Marketing, project management, budget planning, credit assessment and communication skills
 


	
	

	
	

	
	Internships
	

	
	
	

	2008: Administrative and Executive Secretary @ ACE Brokers Insurance
2008: Internship @ United of Arab Banks
2007: Internship @ Byblos Bank
2007: Internship @ Bank Med




	
	REFERENCES
	

	
	
	

	· Hassan Gharzeddine: branch manager- Bank Masr Liban (BML)- Furn Al Chebek Branch.
             Email: HassanGharzeddine@gmail.com- Mobile: 03-195723

· Samer AlShorafa: Financial manager - Popular Aid for Relief and Development (PARD) NGO
             Email: s.shorafa@pard-lb.com
· Fadi Renno: Assistant branch manager- Bank Masr Liban (BML)- Furn Al Chebek Branch. Mobile: 03-167764


Others Available Upon Request



