Roula Elias Jrady
DOB: 13 March 1985 ; Address: Sed El Bouchrieh, Electricity Street, Tanios Saade Bldg. ; 
Email: rjrady@live.com; Mobile: + 961 3 172 882	 

EXPERIENCE:
15/04/2015 till Present:  Saradar Family Office (SFO) SAL
Analyst – Consolidation & Reporting Department
· Coordinate the project cycle of the acquisition of the Consolidation software, analyze business requirements, test the platform, and suggest improvements and follow-up with the concerned parties on reporting, interfacing.
· Collect, review, analyze and execute information from different banks and control all the data entry. Maintain up-to-date and clear client files along with the respective invoice
· [bookmark: _GoBack]Review contracts and agreements with third-party providers and insurance companies with the concerned parties (e.g. Legal Counsel, IT consultant, etc.) and suggest improvements. Participate in the update of policies and procedures; ensure compliance with the set policies and procedures in order to support organizational objectives. Replying to daily Special Investigation Commission (SIC) letters from Banque Du Liban (BDL).
· Responsible for Journal Voucher (JV) for Saradar projects, handling Petty Cash, stamps entry on Dolphin system, controlling invoices & bills received from third parties (Suppliers) and Providing IT technique basis support.
·  Providing a supervision on administrative assistant – scheduling & coordinating meetings and events for the heads & monitoring all invoices, vouchers and courier on daily basis

01/11/2012 till 31/03/2015:  BANK AUDI SAL 
Personal Assistant for Treasury and Capital Markets Managers/Dora-Branch Manager
· Providing administrative/secretarial support - scheduling & coordinating meetings and events for the four heads & monitoring attendance of the team with weekly reporting, answering telephone calls. 
· Responsible for creating Midclear shareholder numbers for clients on a timely basis.
· Sending out daily report on Lebanese Securities to clients
· Organizing the rotation of interns and bank employees to the capital markets group
· Sorting, screening, reviewing and distributing incoming and outgoing mail.
· Creating and maintaining a proper filing system and ensuring an adequate filing for all correspondence.
· Assisting visitors in the branch and responding to their queries.

01/05/2007 till 01/09/2012: AM FINANCIALS (affiliated to AL-MAWARID BANK S.A.L)
Senior Middle Office Officer:  (Risk management & Customer Service oriented)
· Acted as a deputy to the Head of Middle Office when they were absent for long periods of time - making decisions and taking action. 
· Sending reports to clients summarizing their portfolios.
· Assessing, Monitoring risk of existing portfolios and taking immediate action on risky portfolios. 
· Handling cash management and correspondent margin calls (stops). Checking and inputting to the system all trades executed overnight.
· Retrieving periodically the executed trades from the trading desk.Handling Cash management and correspondent margin calls.
· Managing commissions for customers. Opening online accounts and processing deposits and withdrawals. 
01/05/2006 till 01/05/2007: AM FINANCIALS (affiliated to AL-MAWARID BANK S.A.L)
Officer Administrator & HR:
· Handling all incoming and outgoing payments, following up on due payments.
· Managing Accounting Charges: (Invoices, receipts, statements …), entering data to the system.
· Controlling office equipment and supplies and supervising all shipping and priority courier packages.

EDUCATION:
1. Université la Sagesse: Faculté de Gestion ET de Finances; Furn el Chebbak – Lebanon.
Masters in Banking & Finance; Accomplished one year from 2013 till 2014

1. Université la Sagesse: Faculté de Gestion ET de Finances; Furn el Chebbak – Lebanon.
BA in Business Administration Management; January 2012

1. Conservatoire National des arts et métiers: CNAM
Economie et Gestion 2004-2008

1. Notre Dame de la Paix; Dora - Lebanon
Lebanese Baccalaureate, Economics and Sociology; May 2003

•	Languages: Proficiency in Arabic, English & French
•	Technical skills: Microsoft Office (Word, Excel & PowerPoint)
•	Professional: Leadership, Teamwork and Communication

REFERENCES - Upon Request
