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	SUMMARY





	· Profile:

	Male, 28, Single 


	· Nationality:

	Lebanese

	· Current Location:

	Lebanon 


	

	


	
EDUCATION AND CERTIFICATES




	2006                                High School Graduated                   Sidon National School, Lebanon

2015 

Certified Professional Purchasing Manager 

Infonet Institute, UAE 

2015 

Certified Professional Purchasing Manager - CPPM 

AIBM - American Institute of Business & Management, UAE 

2014 

Procurement & Sourcing Best Practices 

Saber Middle East, Lebanon 

2014 

Negotiation and Sales Techniques 

Smartman Group, Lebanon 

2014 

Best Practices In Procurement Management 

Management Mix, Lebanon 

2014 

Professional Administrative 

Smartman, Lebanon 

2013 

Effective Negotiation Skills 

Lebanese Management Association., Lebanon 

2013 

Action Centred Leadership 

Smartman Group, Lebanon 


WORK EXPERIENCE




	Aug 2009 – Dec 2014 

	Solidere
	Beirut, Lebanon 


		Purchasing Coordinator 


		• Undertakes all administrative responsibilities required by Management Systems adopted within the company.
• Do constant market analysis on local scale to detect market opportunities for sourcing wherever suitable.
• Follow up on the proper functioning of the payment process till the funds are settled utterly.
• Coordinates with suppliers for committed date of delivery and resources arrival.
• Periodically monitors compliance of purchasing staff to the approved policy and procedure manual of the department.
• Communicates with suppliers or potential sources to overcome any misunderstanding, complaints, besides negotiating all brands, quality, and specification, .. etc.
• Maintaining reports and statistics for each supplier to measure supplier performance.
• Coordinates and assists in the process of short listing suitable vendors based on an assessment of their capabilities and offerings as well as cost effective commercial proposals.
• Analyze the purchase request from the user departments and determine the appropriate method of procurement, Quotation, Tender and Request for Proposal.
• Provide assistance to user departments when required in the preparation of specifications, etc.



	


	Dec 2008 - Jul 2009 

	Al Zorah Development Company Ltd 

	Ajman, UAE 


		Security Supervisor 


		-Responsible for monitoring the security operations. 
-Implementing security protocols. 
-Conducting security evaluations. 
-Security Surveys whenever required. 
-Supervising security staff members Skills & Expertise. 
-Stating staff schedule and shifts. 



	


	Apr 2008 - Nov 2008 

Networld 

Saida, Lebanon 

Internet Service Provider 

•Organize daily incoming correspondence, make preliminary assessment and handle and respond as appropriate 
•Compose and prepare routine correspondence and prepare simple interpretation of documents and correspondence if requested 
•Prepare, assemble and distribute various reports and documents 
•Receive and screen all incoming telephone calls, provide and receive information or refer the matters to the appropriate person to handle 
•Keep calendar constantly updated to facilitate appointment and meeting schedules 
•Establish and maintain various filing / records / database of business contacts, trace pending items and follow up as appropriate 
•Follow up on maintenance works/installation 




	Jan 2008 - Apr 2008 

Saida Bakery and Pastry 

Doha, Qatar 

Store Supervisor 

-Ensure high standard of food production and presentation.
-Manage food purchasing, stock management and cost ratios.
-Assist in customer relations and marketing activities.
-Be well groomed and enforce high personal standards among staff.
-Manage Cash and Inventory registration process.
-Understand menu and make recommendations to customers
-Maintain high standard of cleanliness and hygiene of restaurant, including kitchen area. 




	Jul 2007 - Dec 2007 

	Disney Mega Store 

	Saida, Lebanon 


		Sales Representative 


		- Ensure stock is displayed on the sales floor according to store standards.
- Update all the new arriving items, pricing, display…etc.
- Provide appropriate after sales service to all customers
- Assist in keeping a track of all the stock and stock control affairs.
- Resolve customer complaints by investigating problems, developing solutions and making recommendations.
- Achieve sales as per daily, weekly and monthly targets.
- Adhere to all the policies and procedures approved by Management. 



	


	Oct 2006 - Jun 2007 

McDonalds 

Saida, Lebanon 

Crew Chief 

Crew Chief’s availability must meet the store’s needs and he or she should have the ability to manage the three key areas of the restaurant which include, Front Counter Service, Drive-Thru and Production. At this point in a Crew Chief’s development, people skills will be used to motivate and lead others toward the execution of tasks and the hitting of targets in the areas of Quality, Service and Cleanliness. Supervise and participate in kitchen and dining area cleaning activities.
Resolve customer complaints regarding food service.
Train workers in food preparation, and in service, sanitation, and safety procedures. Observe and evaluate workers and work procedures to ensure quality standards and service, and complete disciplinary write-ups. Assign duties, responsibilities, and work stations to employees in accordance with work requirements.
It sounds to me like it is just like any other supervisor job. You get to break up fights, get yelled at by customers, work long hours and realize that your time is worth more than the pay offered. It should be a nice step toward management though.



	


	


	QUALIFICATIONS


Known to work under pressure, hard worker, fast learner and patient. Seeks for perfection in the business world, Electro-Mechanical engineering experience, Financial issues, negotiation skills, multitasking, time management, prioritizing workload, Sourcing, procurement management, teamwork, leadership, customer service, Self started, Goal Oriented, and Deadline driven.


IT SKILLS




	Operating systems, Networking & Hardware
· Microsoft office, Microsoft Word, Microsoft Outlook, Networking. 




	
LANGUAGES



	· English

Fluent 


	

	· Arabic

Fluent 


	


	


