JAMMAL G. ELIAS
3RD FLOOR, BLD.BESAIBES, ST. 1400.BEIT EL CHAAR, LEBANON PHONE - 9613999782 • E-MAIL 
	JAMMALELIE@GMAIL.COM  D.O.B: 02/07/1985
EDUCATION 
2015: Certified Internal Auditor (ISO 9001-2015) - APAVE, Furn El Chebbak, Lebanon
2011: Certified Management Accountant (CMA Certificate) - Milestones, Antelias, Lebanon
2007: BA in Finance at AUST - Achrafieh, Lebanon 
2003: Lebanese Baccalaureate in Life Science - Champville, Lebanon 
WORK EXPERIENCE 
11-2014- Present:	SOGELEC Engineering s.a.r.l.       
Chief Administrative Officer	
	
• Coordinating closely with the GM, CFO and other top executive personnel to adequately assume responsibilities ranging from budgeting, to hiring, contracting, development of policies and procedures among other tasks.
• Plan, implement and manage company’s strategy and planning. 
• Determine KPI’s for each department as well as department’s managers.
• Make suggestions for improvement and plan their execution (Automation, procedure change, onboard new personnel)
• Supervising and approving procurement operations and quotations when needed.
• Overseeing the management of the company’s cash flow. 
• Overseeing the preparation of accounting and financial reports. 
• Negotiating and Contracting suppliers and service providers. (Local and foreign)
• Negotiating and contracting client’s deals (Excluding Technical details related to engineering)
• Supervising and guiding Human resources operations (Staff selection, orientation, appraisal, payroll…etc.)
• Recommending selection of staff, training staff in work procedures, recommending discipline as required 
• Assisting in the employee evaluation process, counseling employees and recommending initial discipline and other personnel decisions 
• Providing instructional leadership to department managers.
• Planning, ordering and conducting internal audits if necessary to make sure operations are optimized and ISO standards are met.
• Analyzing the company's current processes and developing them to meet with ISO 9001-2008 Standards. 
• Rebuilding the inside as well as the outside coordination among all the staff members in order to maintain the harmony climate within the company. 
• Recommending and implementing procedural or policy changes to improve operations and work flow for the betterment of the company. 
• Assisting in the organization of the management procedures and policies to ensure proper communications between departments and employees and avoid bottlenecks. 
• Reviewing administrative policy. 
• Providing solutions in the aim of reducing clerical work and associated errors and subsequent costs.
• Developing infrastructure.
• Helping with the development and implementation of the company's strategic plan. 
• Generating specific reports to be used for developing and implementing budgets. 
• Controlling the cost of production and working on reducing it 
• Providing input into goal setting process for the related sections 
• Planning, organizing, reviewing and evaluating the work of assigned professional and technical support staff. 









                                12-2010- 10-2014: SNAIDERO MIDDLE EAST - Member of INDEVCO Group
	12-2010 - 03-2012 Senior Cost-Controller 
	03-2012 - 10 - 2014 Procurement & Product development Manager 
• Analyze market and delivery systems in order to assess present and future material availability. 
• Control purchasing department budgets. 
• Develop and implement purchasing and contract management instructions, policies, and procedures. 
• Participate in the development of specifications for equipment, products or substitute materials. 
• Prepare reports regarding market conditions and merchandise vendor or contractor grievances, and claims against suppliers. 
• Review purchase order claims and contracts for conformance to company policy. 
• Review, evaluate, and approve specifications for issuing and awarding bids. 
• Locate vendors of materials, equipment or supplies, and interview them in order to determine product availability and terms of sales.
• Maintain records of goods ordered and received (Including SIV's and SRV's).
• Prepare and process requisitions and purchase orders for supplies and equipment.
• Represent SME in negotiating contracts and formulating policies with suppliers.
• Controlling and following on “AL Mouaibed Co.” KSA Orders and personnel needs. (SME's affiliate).
• Perform related accounting duties and responsibilities as required.
• Correct journal entries in assigned areas.
• Maintain the various ledger accounts including reconciliation of ledgers, revenue accounts, expenditures, and cash balances.
• Control the cost of production and working on reducing it.
• Post data to various ledgers, registers, journals and logs following established accounting techniques and procedures.
• Plan, organize, assign, review and evaluate the work of assigned professional and technical support staff.
• Recommend selection of staff, train staff in work procedures, and recommend discipline as required.
• Direct and coordinate activities of personnel engaged in buying and storing materials, equipment, machinery, and supplies as well as overseeing staff training.
• Assist in the employee evaluation process, counseling employees and recommending initial discipline and other personnel decisions.
	1-2009 - 12-2010: Bank Of Beirut 
8-2009 -12-2010     Branch Ambassador - Elyssar Branch 
• Communicating Branch Needs to the Higher Management in meetings. 
• Communicating Clients’ needs, requests and suggestions. 
• Marketing & Product Development.
• Service Follow-up and upgrade.
• Branch Sales Strategy Build-up.
				7-2010 - 12-2010    Personal Banking Representative - Elyssar Branch 
• Assisting customers and finding the products that best suit their needs. 
• Customizing products and services to best serve clients. 
• Loans.
• LC’s. 
• Product Development & customer satisfaction follow-up.
• Retail Banking.
• Personal and customized Banking. 
			1-2009 - 7-2010       Universal Teller - Elyssar Branch 
• Everyday Banking transactions & Operations. 
• Bank’s Products.
	10-2007 - 12-2008: The Net Holding - TNT 
Import & Export Operation Supervisor. 
• Responsible for Export operations (From pick-up till Export). 
• Direct Supervisor on Import operations. 
• Responsible for special Services.
• Sourcing and managing supply.
• Enhancing relations with clients and suppliers. 
• Customer service and satisfaction follow-up. 
• Preparing delivery orders. 
• Supervising dispatching operations and deliveries 
• Coordinating between local and international Export and import departments. 
• Billing - Data Entries. 
• Monthly Sales Reports and Stock control. 
• Weekly reporting to higher management.  
2007 - 2009: Part Time Job with a Lebanese private banker in a Syrian division of BEMO Bank
• Credit analysis. 
• Customer Profile Studies. 
TRAININGS   
• Sales Elevator Pitch (2008; Trainer: Mourad Aoun - The Net Logistics)   
• The Speed of Trust. (2008; Trainer: Mourad Aoun - The Net Logistics)
• Problem Handling. (2008; Trainer: Mourad Aoun - The Net Logistics)
• Introduction to Trade Finance. (2009:  Bank of Beirut)
• Handling Customer Complaints (2009: Bank of Beirut)
• Conflict Management (Handling and solving conflicts). (2009: Bank of Beirut)
• Service for excellence (Customer Service Training).  (2010: Bank of Beirut)
• Customer Service Training (2010: Bank of Beirut)
• EcoFor (2009 - Red Cross Training Camp - Leadership and Human resources management Training). 
• Leadership (2013 - Trainer: Lars Atle Skorpen - Norwegian Red Cross Training Camp - Leadership and Human                             resources management Training). 
• Search and Rescue (2014 - Trainer: Lars Atle Skorpen - Norwegian Red Cross Training Camp) 
• Command Post (2015 - Trainer: Lars Atle Skorpen - Norwegian Red Cross Training Camp - rescue operations planning, human resources management training)
	
LANGUAGES 
• Arabic, mother tongue.
• French written, spoken and read fluently. 
• English written, spoken and read fluently. 
• Italian, basic knowledge.

COMPUTER SKILLS 
SkyCargo (Oracle), Net Manager (Oracle), Skycom (Oracle), Main Frame, Comnex, Branchpower., NewMacc (Oracle).
Excel, Word, PowerPoint, Outlook, Adobe Photoshop CS2, Internet Research.



SOCIAL ACTIVITIES 
2006 - 2015: 
Lebanese Red Cross - Volunteer: Mountain Rescue Unit – Search and Rescue teams. 
Team Leader and Sector Council Member: Lebanese Red Cross - Volunteer: Antelias First Aid Teams. 
Sector Council Member: Lebanese Red Cross - Volunteer: Antelias Youth Department.

1994 - 2001: 
Scouts Du Liban - Group Sacre Coeur Gemayze - VIIeme Beyrouth.
INTERESTS 
Reading, Music, Movies, Internet Surfing.
HOBBIES 
 Diving (Instructor)
 Skiing (Instructor)
 Mountain Climbing (Instructor Assistant)
 Paragliding (Pilot), 
 Abseiling, Camping, Photography, Swimming, Football. 

REFERENCES:
[bookmark: _GoBack]Mrs. Aida Kfoury – Bank of Beirut Branch Manager – Contact Available upon request.
Mr. Paul Kaddissi – Snaidero Middle East HR Manager - Contact Available upon request.
Mr. Ibrahim Mehanna – SOGELEC Engineering General Manager – Contact Available upon request. 
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