Hanan Salem
Naameh, Mezher Building
Lebanon
Tel:  70-889534
E-mail: hanan_sony@hotmail.com
PERSONAL INFORMATION:
Date of Birth: 23-04-1983
Gender:  Female
Marital Status:  Married
Nationality: Lebanese

Profile:
A hardworking, reliable, highly motivated individual with a wealth of practical skills and experience, who strives to accomplish meritorious standards in all work undertaken, Experienced in dealing with various administrative tasks and general customer service. Most importantly, knows the significance of planning, organization, prioritization of tasks for effective time management. Over the years I have developed good communications skills. Able to work on own initiative but I can also be a team player that provides appreciation, willingness and suggestions to teammates. 


EDUCATION: 
	Aljaleel School (Unrwa)                 1998-1999
1st Secondary Class

	

	Norwegian Peoples Aids                1999-2000
Secretarial Diploma          
	

	Mira Training Center                    2008
Accounting
American Center                           2008                                                                                             English Courses
	                            



EXPERIENCE: 
	1-   Naji Hallak Establishment, Sony Service Center 
(Authorized Service & Parts Center)
	2000-2006

	 Stock Keeping.
 Data Entry
 Parts Sales.
 Receptionist.
 Assistant Manager.

	

	2-  United General Trading, JVC Service Center
(Authorized Service & Parts Center)
	2006-2011

	 Stock Keeping.
 Data Entry
 Parts Sales.
 Receptionist.
 Assistant Manager.

	


3-  Katrangi Electronics (E.K.T)                                                                                 2011-Feb.2014
Fast Order Department
 Stock Keeping.
 Data Entry
 Double Checking items before sending them to customers.
 Editing Invoices & modifying it.

4- Smartec Technologies                                                                                              2014 – March 2023
(Invertors , Solar Inverters, Motors autostarter,Elevator boards)
Production Supervisor
Responsible for supervising teams of 20 by planning and Allocating work for them.
Duties:
 Data Entry (making bill of materials for assemblies)
 Checking all production goods in and then reporting mistakes or damaged items.
 Ordering needed parts to complete production.
 Marking received orders into the system.
 Monitoring Employee lateness and absences.
 Dealing with production team disciplinary procedures.
 Taking decisions within standard work procedures and methods.
 Filling in and then filing all documentation correctly.
 Pointing out to senior managers any capital investment or new machinery requirements.
 Working in production machine.
 Reporting and recording deficiencies with in the plant.
 Dealing with customers, answering phone calls, solving any problem customers face.








SKILLS:
	LANGUAGE:
	 Fluent in Arabic and English               


COMPUTER LITERACY:
Attestation of Completion in computer languages, Word, Excel, Internet, Dos, other Access Programs which are used in the Companies I worked in. 
 Ability to organise,manage,motivate and challenge a production team to exceed expectations.
Adhering to, and enforcing strict policies and procedures.


	References:
Available upon request.
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