CarineAbouGharib
Ain el remeneh, Lebanon/ 70359351 /cagharib@gmail.com.


· Objective
· To pursue a job in a reputable institutional firm and be part of an organization with challenging opportunities, a variation of tasks, and a potential for growth, where I can apply my knowledge and enrich my experience.

· Professional experience
Customer service representative (August 2012-May 2014)  
ALFA TELECOMUNICATION – Furn el cheback

Duties include:
· Taking care of customer’s needs and problems.

Operations Officer (July 2014 till present)
BOECKER-Furn El cheback

· Ensure an updated follow up on clients yearly programs and Schedule clients daily appointments

· Handle job execution and consumption data entry
· Ensure minimal pending appointments and Follow up on it from the day before

· Answer callbacks , solve them and communicate callbacks  report to Operations unit Manager and technical department and FQA units
· Answer clients queries
· Ensure that clients Unique Buying points are identified and attend for
· Ensure That clients reports and other documentation are up to date , delivered and complete
· Ensure That concerned staff is well aware of clients premises details and specific problems requirements
· Undertake daily audit calls
· Follow the standards set in Boecker Operations manual 
· Undertake regular meetings with sales  department to ensure a 2 way
· Prepare monthly courtesy calls report 
· Send technicians monthly meetings minutes  to the unit manager
· Render courtesy visits to the clients
· Cross Check consumption of chemicals against inventory


 
· Education 
· BA in Management  – AUL University – Sin El fil
· College Technique de la Sagesse – Ain El Remeneh, Technical Baccalaureate BT3 in Accounting (2008-2011)

· Extra-Curriculum
· Languages: Arabic: Mother tongue.
                                French: Good in oral fluent in written.
[bookmark: _GoBack]    English: Good in oral fluent in written.

· Computer:Microsoft Office Tools, Internet Explorer

· Interpersonal skills
· Hard working, efficient, proficient.
·  Self-motivated, work under pressure..
· Hobbies & Interests
Socializing, chef in scout, performing makeup art

