
PROFESSIONAL EXPERIENCE








LANGUAGES


Arabic : Spoken & Written (Fluent) 


English : Spoken & Written (Very Good)


Bulgarian : Spoken. (Good)











ADDITIONAL INFORMATION








Breve Certificate, 2005


Ariha School, Beirut 





Technical Baccalaureate Certificate, 2008


Accounting.


CIS College, Ghobaire – Beirut








EDUCATION








SERVYMED BVI, 2013-August 2016





Accounting Assistant:


In addition to the Sales assistant I was handling one branch from SERVYMED branches as data entry for their transactions:


Trained on UNO accounting software.


Post purchase invoices.


Post sales invoices.


Post receipt vouchers


Post all payment vouchers.


Verify the stock on weekly basis with the stock keeper in the branch.


Being able to get the balance sheet and other reports from the software.











Sales Assistant: 


Prepare quotations for the sales people.


Search for tenders, and request the tender documents from the authorities.


Communicate between technical team and suppliers and prepare all needed documents for tenders, Quotations, CE Marks, catalogues and Data sheets also authorization letters.








Data Entry and Marketing Assistant: 


Source Address and crate outlook contacts.


Export contacts to Excel


Prepare list of Events.


Share ideas with marketing designer for the event.


Send marketing and greeting companies.


Help and prepare VISA for employees.


Source CVs and post advertisement on the internet and newspapers.


Schedule meetings for HR with candidates.





Monoworld Recycling LTD, 09/Jan/2017-Present





Office Administrator:


Raising Purchase & Sales orders on the SAP Program


Raising Purchase & Sales orders on the SAGE Program.


Making Proforma Invoices on both on SAP & SAGE.


Creating Contracts on the SAGE program.


Contacting all customers for various products that we sell via email & telephone.


Shipping Samples to various customers.  


	





Mario


� HYPERLINK "mailto:Mario.348556@2freemail.com" �Mario.348556@2freemail.com�  











Microsoft Word, Excel & Power Point.


Office Management: Organizing files, Organizing & Saving Data.


Secretary Skills.


UNO Accounting software





SKILLS








SALES ASSISTANT & DATA ENTRY


3+ Years’ Experience 











