	Adma, Jiwar Adma Street
Beirut, Lebanon
	Phone :    00961 70 750684
E-mail : elieabs@hotmail.com


Elie Abou Saab
	Personal Information
	Marital status: Single

Gender: Male

Date of Birth: May 26, 1991
Nationality: Lebanese 

	Objective
	Obtain a position at your company where I can maximize my skills and get experience.

	Work experience
	October 2022 – January 2024    Fawaz Holding, Lebanon 

Position: Logistics Coordinator 

Duties:
· Overseeing the logistic processes.
· Manages the Stores and Warehouses.
· Ensures compliance with procurement procedures.
· Identifies products to be replenished and purchased.
· Coordinating with vendors for the delivery and transportation.
· Ensures proper documentation of all Supply Chain processes.
· Responsible for safekeeping the hard copies.
· Ensures appropriate filling purchase orders.
· Ensures accurate tracking.
· Ensures quality of delivery and delivery date.
· Ensures payments and project end.
May 2021 –  October 2022 Lebanese Geitaoui Hospital, Lebanon
Position: Purchasing Coordinator

Duties:
· Organize documents submitted by vendors.
· Resolve receiving error issues in database.

· Maintain products costing file and pricelists.

· Update Purchase Orders with current delivery info.

· Coordinate Product Change Notification Process.

· Oversee Receiving Standard Operating Procedure.

· Ensure Products Compliance Requirements.

· Verify Products are being followed.

· Develop relationships with suppliers.

· Resolve Delivery concerns and obtain documents.

· Assist Purchasing Manager with projects as needed.

July 2019 – Oct 2019 Hospiservices, Lebanon

Position: Outdoor Sales Representative 
Duties:
· Visit within sales territory to meet Doctors and Pharmacies.

· Conduct calls and face to face meeting with Doctors daily.
· Build and maintain relationships with new and repeat Pharmacies.
· Educate Doctors on how products or services can benefit them financially and professionally.
· Sell the pharmacies products and service to patients.
· Monitor the competitor’s new products, and market conditions to understand a patient’s specific needs.
· Work closely with marketing department.
· Collaborate with the management team to improve marketing materials.

· Generate sales report each week and submitting them to the management.

· Update client information in the company contact database.

April 2017 – July 2019 Pharmacol SAL, Lebanon
Position: Purchasing Controller
Duties:
· Track orders and ensure timely delivery.
· Review quality of purchased products.
· Enter order details – Suppliers, Quantities and Prices.

· Maintain updated records of purchased products.

· Maintain updated records of delivery information.

· Maintain updated records of invoices.

· Prepare reports on purchases.

· Monitor stock levels and place orders.

· Ensure proper storage.

January 2014 – June 2016      Kronfol Restaurant   Dbayeh, Lebanon
Position: Purchasing Officer and Stock Keeper
Duties:
· Verifies purchase requisitions by comparing items requested to master list; clarifying unclear items; recommending alternatives.

· Forwards available inventory items by verifying stock; scheduling delivery.

· Prepares purchase orders by verifying specifications and price; obtaining recommendations from suppliers for substitute items; obtaining approval from requisitioning department.

· Obtains purchased items by forwarding orders to suppliers; monitoring and expediting orders.

· Verifies receipt of items by comparing items received to items ordered; resolves shipments in error with suppliers.

· Authorizes payment for purchases by forwarding receiving documentation.

· Keeps information accessible by sorting and filing documents.

· Provides purchasing planning and control information by collecting, analyzing, and summarizing data and trends.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes purchasing and organization mission by completing related results as needed.
· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received
·  Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
· Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries.
April 2012 – December 2013       Dergham Publishing and Printing       Sabtiyeh, Lebanon
Position: Stock Controller
Duties:
· Processing purchase orders.
· Receiving Deliveries.
· Reconciling Delivery notes with purchase orders.
· Recording serial numbers where applicable.
· Organizing stock on shelves and buckets
· Place stock in designated areas for ongoing projects.
· Monthly stock take and reconciliation of stock.
· Testing returns and repair equipment.
· Arranging repairs and returns with manufacturers and suppliers.
· Prepares requisitions, orders, or other documents for purchasing or requisitioning new or additional stock items.
· Reviews files to determine unused items and recommends disposal of excess stock.
January 2012 – August 2012       ABC Group       Dbayeh  , Lebanon
Position: Sales Associate in Dumand at City Mall

Duties:
· Be involved in stock control and management.
· Assisting shoppers to find the goods and products they are looking for.
· Being responsible for processing cash and card payments.
· Stocking shelves with merchandise.
· Answering queries from customers.
· Reporting discrepancies and problems to the supervisor.
· Giving advice and guidance on product selection to customers.
· Balancing cash registers with receipts. 

· Dealing with customer refunds.
· Responsible dealing with customer complaints.
· Working within established guidelines, particularly with brands. 

· Attaching price tags to merchandise on the shop floor.
· Receiving and storing the delivery of large amounts of stock
· Keeping up to date with special promotions and putting up displays.
October 2010 – January 2012         Retail Group        Jdeideh, Lebanon

Position:  Sales Assistant in Aldo Accessories at City Mall  
Duties:
· Greet customers and ascertain what each customer wants or needs. 

· Maintain knowledge of current sales and promotions, policies regarding payment and exchanges, and security practices. 

· Watch for and recognize security risks and thefts and know how to prevent or handle these situations. 

· Recommend, select, and help locate or obtain merchandise based on customer needs and desires. 

· Answer questions regarding the store and its merchandise. 

· Describe merchandise and explain use, operation, and care of merchandise to customers. 

· Display merchandise to promote sales. 

· Place special orders or call other stores to find desired items. 

· Clean shelves, counters, and tables. 

· Exchange merchandise for customers and accept returns. 

· Bag or package purchases and wrap gifts. 

· Help customers try on or fit merchandise.
April 2010 ​​​​​– June 2010:

· Sales Assistant in Sports Experts at City Mall 


January 2010:
· Operator at Soft Flow Jdeideh 


Summer 2008: 
· Waiter and bartender at Buffalo Hazmieh.
Summer 2009: 

· Waiter and bartender at Buffalo Hazmieh.

· Weddings photographer at Studio Steven Haddad and Lens Flare.
                       

	Skills
	· Working independently and in teams.
· Communicating effectively with others at all levels.
· Concentrating and paying close attention to details.
· Supply Management.
· Tracking Budget Expenses.
· Vendor Relationships.
· Organization, Customer Service.
· Documentation Skills.


	Education
	-2012-2019: “Business Management”- USA Program
                                                                                           AUL University 

-2007-2009:      S.E. “Sociology/Economy” - Terminal

                              Sagesse, jdeideh
-2006-2007:      Grade 10 – Seconde

Dekweneh College.

-1994-2006:     Brevet
                           Notre Dame des Dons des Soeurs Antonine, Dekwaneh 

	Languages
	Fluent in English, French and Arabic (Mother Tongue).

	Hobbies
	Music, Sports, Reading and Surfing the Internet.

	References
	References are available upon request.
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