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Salim Salam, Beirut Lebanon
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sarahabhab0@gmail.com


Highly motivated service-oriented employee with more than 5 years
of experience in customer service. Looking for a challenging
opportunity related to my experience through a well-known company.

EDUCATION ________________________________________________________________
2016 Lebanese International University Beirut, Lebanon 

Bachelor of Sciences in Business Administration, with Emphasis in Banking and Finance.

2011 Beirut Baptist School Beirut, Lebanon
Lebanese Baccalaureate in Sociology and Economics
EXPERIENCE _______________________________________________________________
Cashier/Teller ICC (December 2022-Present)
Responsible for handling cash transactions (receiving payments, processing withdrawals)
-Providing excellent customer service, maintaining accurate records, and ensuring the security of cash.
JOB RESPONSIBILITIES
-Receive cash payments from Customers.
-Disburse cash amounts to Suppliers/Vendors.
-Disburse Petty Cash Replenishments as per signed replenishment form.
-Condict daily cash count by Company and by Currency.
-Coordinate with Accountants, Collection Officers/Drivers to ensure proper workflow.

• Accuracy in reconciliation between
 cash and system on a daily basis
• Ensure that each transaction has a payment and a receipt
• Efficiency in handling cash transactions
• Accuracy in the cash count






NokNok - (June 2022 and October 2022)
Customer Service Agent
Role and Responsibilities:
· Responsible for the communication with all existing and potential customers by covering all channels, such as chatting, phone calls and others
· Handles and solves all the customer issues including receiving wrong items, drivers deviating from the correct customer approach or address, etc.
· Communicates with various noknok parties such as the drivers to ensure a timely delivery to the correct location and the warehouse staff when there are any missing items
· Handles filling in the incident reports for all the encountered customer issues
· Follows communication procedures, guidelines, and policies while maintaining a professional attitude towards customers
· Takes pertinent information such as addresses from customers when they are not clear
· Assists with the placement, modifications, and cancellation of orders (with an attempt to persuade customers to reconsider cancellation)
· Follows and abides by a preset manual to fulfill the right steps of the tasks
· Depends on the present rules to financially compensate the customer (when needed) while investigating the source of the problem to identify the responsible parties
· Portrays a caring and professional image of the business to the customers
· Records actionable insights and data for the business to ensure that the consumers’ voices are heard, and adjustments are made
· Understands all operational processes such as the sales orders one, and coordinate with the operations team to maintain consistent customer satisfaction
ICC Group (June 2018 till May 2022) 
Customer Service Coordinator 
1. Handling Service Level Agreement SLA Services:
- Prepare Site Surveys
- Prepare Preventive Visits and sending them to clients
- Prepare/Edit Maintenance Agreement Contracts 
-Prepare Reports as per Senior Managed IT service Administrator and Division Director request.

2. Responsible for Maintenance Agreement Customer Service:
- Handle Customer calls and Open tickets on MSP on 24/7 basis
- Follow up with technical team
- Prepare and send Customer Evaluation Form 

3. Provide Administrative Services
- File documents
-Send contracts to customers, follow-up on signature process and stamping
- Fill out service reports
- Bind Maintenance Agreements and Bid documents to be sent to customers
STANDARDS-HRC (November 2016 till May 2018)
Account Executive and Training Coordinator
1. Present services to prospective clients:
- Receive/prepare customer inquiries
- Handle and issue invoices for clients that require special procedures (monthly, consolidated invoices)
- Manage day-to-day operations (including emails and communications) 
- Follow up with client payments in coordination with accounting department

2. Support Training & Development Team with all the work related to Public and Corporate training scheduled.
· Welcoming attendees
· Prepare Attendance sheets at the beginning of training /Evaluation sheets at the end of the training 
· Prepare PowerPoint Presentations
· Prepare all event material, organizing event and activities.

3. Provide all administrative requirements relevant to STANDARDS Training services.
· Filing (Offers- Official Documents- Invoices)
· Opening customer accounts by recording and updating account information 
· Preparing and editing correspondence, presentations, certificates, and training proposals.
· 
Internship at BLOM Bank S.A.R.L (February 2016 till November-2016)
· Sales representative 
· Administrative Assistant in the marketing department (Business loans Section)
· Responsible for team of 6 outdoor sales.

MTC Touch Dealer – Lida Call, Beirut, Lebanon (July 2011 till June 2012)
· Data Entry – Daily sales report
· All services related to certified bill payments, SIM changes and transferring Prepaid GSM numbers into postpaid

SKILLS
_______________________________________________________________
· Proficient with Microsoft Office suite including Word, Excel, and PowerPoint.
· Confident in the ability of learning any new program quickly.
· Fluent in English, Arabic and good in French (writing, reading, and speaking)
· Soft Skills: Communication, Leadership, Management, Teamwork.
· 
INTERESTS AND HOBBIES
______________________________________________________________
· Sports: hiking, Jogging 
· Artistic: Dancing

References:  Available upon request
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