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As a Collection Supervisor with over 7 years of experience, I am seeking a challenging role where I can utilize my skills in managing and motivating teams to achieve collection targets. My goal is to contribute to the growth of the company by implementing effective collection strategies and improving overall efficiency. I am a result-oriented individual with excellent communication and problem-solving skills.
	
	Education



[bookmark: _GoBack]Business-Management | Bachelor and British Degree 
Arab Open University- Antelias
Oct 2013– Jan 2017
My dedication to academic achievement is reflected in my consistently high GPA, which enabled me to graduate with a very strong overall average. 

Economy and Sociology | Lebanese Baccalaureate (ES) 
Lycee Officiel des Jeunes Filles- Jdaideh
Sept 2012- Jun 2013


	 
	skills & Strengths summary




Soft Skills:
Time Management & Customer Service Skills.
Communication & leadership: The ability to communicate effectively.
Critical thinking: Being able to analyze information, evaluate arguments, and make rational decisions.
Adaptability: The ability to adapt to changing circumstances and learn new skills quickly.
Collaboration & Team work: The ability to work well with others, communicate effectively, and contribute to achieve team goals.

Technical Skills:
       JD Edwards |CRM | Microsoft Office | Project NMS | Navision | BIM | POS | Outlook
	

	Experience



Collection Supervisor |Pesco Telecom (Debbane Saikali Group) - Dora
Jan 2019 – Current

Manage my team time effectively, delegate tasks and meet deadlines.
As part of my role, I am responsible for reviewing and reconciling clients' balances and statements of accounts, ensuring that payments and rates are accurate and any discrepancies are promptly addressed. Additionally, I work with clients to explain differences between our open amount and theirs, and negotiate payment plans when necessary
Reviewing and analyzing customer accounts to identify delinquencies and develop appropriate collection strategies.
Negotiated contracts and managed relationships with suppliers to secure favorable pricing, terms, and service levels. 
Implemented procurement strategies to optimize the collection process, improve efficiency, and reduce costs.
Managed the end-to-end supply chain process for collections, ensuring timely and accurate delivery of equipment and materials.
Oversaw the coordination of logistics activities, including transportation, warehousing, and distribution, to streamline operations and meet collection targets.
Communicating with customers to negotiate payment plans and resolve outstanding debts.
 Maintaining accurate records of collection activities and customer interactions.
Collaborating with other departments, such as accounting, sales, and customer service, to ensure a coordinated approach to debt collection.
Collaborated with suppliers to negotiate favorable terms and conditions, optimizing procurement costs and minimizing lead times.
Monitoring and reporting on collections performance to senior management, including identifying trends, issues, and opportunities for improvement.
 Managing and supervising a team of debt collectors, including setting and monitoring performance targets and conducting performance evaluations.
Developing and implementing collection strategies and processes to improve collections performance and reduce delinquency rates.
Ensuring compliance with relevant laws, regulations, and company policies related to debt collection.
Managed diverse insurance responsibilities, including handling insurance matters for cars, employees, and hospitality. 
 Oversaw insurance policies for various areas, ensuring compliance and coverage adequacy. 
Administered insurance claims and facilitated the resolution process for clients.

Event Planner – Owner of Fairytale Events 
From 2022 till date

Collection officer & Administrative Assistant |Pesco Telecom (Debbane Saikali Group) - Dora
May 2017 – Jan 2019

Follow up with clients on a daily basis regarding their balances and payments.
Used CRM and JD Edwards Software to check and report collection history, Statements and checks.
Insured that all checks are delivered at office and enter their details in our data.
Provided exemplary customer service by answering phone calls and addressing Concerns or inquiries in a professional manner. 
Delivered comprehensive administrative and clerical support, including mailing, filing, scanning, faxing, and typing letters to management and colleagues. 
Prepared and modified documents to meet the needs of the department, ensuring they adhered to company standards and requirements. 
Handled sending and receiving pouches, ensuring timely and accurate processing. 
Maintained an organized electronic and hard copy filing system, allowing for easy access to important documents as needed. 
Boosted customer satisfaction scores by applying superior conflict resolution and problem-solving skills to resolve issues and ensure clients' needs were met. 

Data Entry & Administrative Assistant| International Forwards Services- Dora
Aug 2014 – April 2017 

	Conducted efficient and accurate data entry of shipping bill of lading using Project NMS Program.
Tracked shipments throughout the entire logistics process, ensuring timely delivery.
Monitored shipment progress and proactively communicated with stakeholders to address any potential delays or issues.
Implemented effective tracking systems to maintain accurate shipment records and provide real-time updates to clients.
Collaborated with shipping partners and internal teams to guarantee smooth shipment operations from origin to destination.
Professionally handled incoming phone calls and provided excellent customer service to address inquiries and concerns.
Provided administrative and clerical support to management and colleagues, including mailing, scanning, faxing, and typing letters.
Prepared and modified various documents and reports in a timely and precise manner.
Managed calendar by scheduling appointments, arranging travel, and organizing meetings according to priorities and deadlines.
Maintained office supplies and other department needs to ensure a well-stocked and functional work environment.
Handled sending and receiving of pouches in a systematic and reliable manner.
Established and maintained an electronic and hard copy filing system for easy retrieval and access to important information.




	
	certificates 



Certificate of Attendance
 Formatech – Beirut (2019)

Collection training
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