Name:




Claude 

Designation:



Management 
Nationality:



Lebanese
Date of Birth:



April 15, 1988
Marital Status:


Married
Education:

· Master's degree in Business & Finance, Lebanese Canadian University (Unaccomplished).

· Bachelor's degree in Business & Finance 2011, Lebanese Canadian University.
Skills:


- Ability to motivate and direct others. 
- Work confidently within a group.
- Able to plan activities & carry them through effectively

- Maintains effective performance under pressure.

- Computer Skills (Oracle, Ms-Office, Omega)

- Multitasking, fast learning, and having a very good eye for detail
SUMMARY:

My main areas of strengths can be summarized in my leadership & my can-do attitude. I’m a fast learner with project management, financial and computing skills also have good written and verbal communication skills and the ability to interact effectively with people at all levels. I have a proven record in multi-tasking, problem solving & maintaining composure & focus under pressure. Through my role, I have also demonstrated a great awareness in dealing with people across different cultures and I have built amazing relationships. My career aspiration is to work in a reputable company that has multinational facet with high potential for growth and ambitious talent development plan.
Dubai   



Administrative Sales Manager  
[October, 2015 – April, 2016]





· Various analyses - Cost, Sales, Products Mix, Offers, Business Development, Competitors.

· New potential sites for new potential customers.

· Submit Management level Reports on time & accurately.
· Ensure absolute customer satisfaction by Responding efficiently to complaints.

· Enforce and offer the best quality of products possible.
· Organize and supervise sales representative through daily missions and reports.

· Appraise personnel’s performance and provide feedback to keep them upbeat and productive.
· Control costs and minimize waste.
· Successfully promote and publicize the brand.
· Nurture a positive working environment.
· Monitor operations and initiate corrective actions.
· Responsible for the development of the business.
· Responsible to manage day to day smooth operations.
· Periodically inform management about possible growth strategies within existing business channels & create new sales channels as applicable with plan of actions detailed proposal to management

Ets. Saliba Services – Lebanon         Branch Manager
[March, 2012 – October, 2015]





· Ensure customer complaints are recorded, responded and resolved effectively, so as to exceed customer’s expectations and ensure that the branch achieves required service performance ratings.

· Ensure that customer applications / requests are processed and forwarded to the respective processing within the standard time.

· Work aggressively towards ensuring customer retention.
· Managing all the Bank accounts.
· Responsible for providing high standards of customer service to visitors Guaranteeing cultural sensitivities and varying levels of expectations. - Ticketing/ World span.
Establishment Cafe Najjar - Lebanon

Administrative Executive
[September, 2007 – February, 2012]





· Processing all administration and reporting related to the company.

· Anticipate the needs of the General Managers' and act accordingly.

· Ensuring that cash collections are banked on a daily basis.

· Arrange interviews for candidates with the General Managers and other key managers and gather interview feedback- Provides support to Company's staff on required material (management of stock of work material, such as office supplies, pastry and kitchen raw material etc.) and manage the repair and maintenance of computers and other office equipment.

· Coordinates with the suppliers and make deals with them.

· Set-up Managing Director's travel arrangements which include booking Air ticket, Hotel Arrangement, etc. as per the requirement.

· Managing local events (example: Horeca) - Arranging gate pass for the visitors.

· Healthy built relationship with clients, into what they need and demand.

· Receive incoming mail (both hard copy and email) - open, read and decide which items need to be prioritised and dealt with.- Performs other related duties as required.

Establishment Cafe Najjar - Lebanon

Sales Representative

 [May, 2006 – August, 2007]





· Managed a stand of goods at Charcutier Aoun, Jeita.

· Ensure that Company procedures are adhered to while handling cash and credit customers. This ensures safety of cash and minimal chances of any loss.

· Ensure maximum customer satisfaction and repeat sales.- Built up excellent sales and negotiations skills.
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