Curriculum Vitae
Salwa 

salwa.374112@2freemail.com 

I    PERSONAL

DATE OF BIRTH
:
30 August, 1971




NATIONALITY

:
Lebanese

STATUS

:
Married
VISA STATUS

:
Residence 
EMAIL


:
salwa.374112@2freemail.com
II    EDUCATION

UNIVERSITY DEGREE 
BS in Business Administration, 1994

Area of emphasis: Marketing

Notre Dame University, Lebanon
LANGUAGES

English (read and write – excellent)


Arabic (read and write – excellent)

COMPUTER SKILLS

M/S office


Lotus Smart Suite


E-mail / Internet


Focus

SAP


Salesforce
III    TRAITS & SKILLS

· Recognized for developing effective solutions to operating problems and managing the implementation of corrective action
· Possessing mature, seasoned judgment and strong leadership skills

· Possessing high level of flexibility and patience

· Organized and resourceful

· Ability to establish, communicate and help others achieve company objectives

· Attentive and active listener, experienced in adjusting to different cultures and conversant in both Arabic and English
· Strong computer skills
· Strong self-correspondence skills
VI    EXPERIENCE

Atlas Telecommunications (Atlas Group)
Dubai, United Arab Emirates

From March 2000 till date
I handled several positions within this company. Details as under:
Sales/Projects/Procurement/SAP Administrator 
September 2009 to date
· Handling customers’ master database

· Creating, editing and managing customer’s master database
· Handling DS module

· Sales order creation (direct sales/cash orders/FOC/Returns)
· Invoices / credit notes
· Handling PS module

· Project creation   

· Project inquiry

· Project quotation

· Project contract

· Project sales order 
· Project invoices / credit notes
· Issuing reports
· Handling Airtime module
· Handling Procurement 

· Creating purchase orders

· Follow up on deliveries

· Issue advance payment requests to venders

Inmarsat Administrator
March 2006 to date
· Handling inmarsat activations/deactivations/barring/top ups
· Managing inmarsat database

· Handling suppliers’ invoices

· Issuing customers’ airtime invoices and credit notes
Account Administrator 
January 2003 to date

· Handling projects after closing deals:

* Ordering the material

* Follow up on shipments and deliveries

* Coordinating with the store

* Arranging deliveries to the client
* Assigning a technical team for installation 

* Invoicing & Follow up on payments
· After Sales Support / Customer Service

* Handling complaints

* Solving problems
· Handling Technical Team / Workshop
* Preparing their daily schedule

* Assigning jobs
· Maintaining company records in a proper filing system

CRM Administrator 

October 2006 to 2008
· Creating and managing workflows
· Creating and managing customer and user database

· Creating and managing reports

M/S Seven–D Enterprises (Atlas Group) 
Dubai, United Arab Emirates

March 2000 – January 2003 

Executive Assistant to President 
· Managing daily work / meeting schedules and planning calendars

· Draft company memos and letters 

· Maintaining company records and correspondence

· Coordinating business activities of the president

· Establishing and maintaining company financial records

· Arranging company meetings, activities and events

· Establishing and maintaining effective communications with key customers

· Performing special assignments as required

· Sending offers to key clients

· Following up on the offers

· Contacting key clients for purchase orders

· Making invoices

· Checking letters of credits

· Finding suppliers as per the requirements of the client

· Contacting suppliers and arranging purchase orders 

· Preparing shipping documents 

· Following up on the shipment and deliveries
M/S PROMIS Project Management Engineering Systems 
Dubai, United Arab Emirates 

 February 1998 – October 1999

Training Executive 
· Preparing training schedules (courses)

· Courses’ arrangements (designing brochures and marketing the course)

· Find venues for courses (hotel co-ordinations)

· Conference room arrangements and setup

· Find / coordinate with course speakers

· Handling the speakers’ flight bookings, hotel accommodation, visas …etc.)

· Register the participants

· Issue invoices 

· Follow up on payments

· Follow up on Customer’s Service (clients’ needs for courses, requirements for more information about a course, arrangements for in-house courses… etc.)

M/S Trust Insurance Brokers 
Dubai, United Arab Emirates 

March 1997 – February 1998

Sr. Sales Executive

· Selling Insurance (Medical, Life, Contractors’ All Risks, Workmen’s Compensation, Fire & Allied Perils, Liabilities Insurance, Marine, Motor, Credit Insurance .. etc.)

· Following up on payments

· Building up company awareness

M/S First Food Services (Head Office of Burger King Restaurants)  

Dubai, United Arab Emirates 
January 1995 – April 1996

Assistant Procurement Manager 

February 1996 – April 1996
· Making purchase orders

· Following up on deliveries

· Following up on shipping documents (as health certificate, certificate of origin, Halal certificate … etc.)
Assistant Marketing Manager 
January 1995 – April 1996
· Marketing 

* Handling marketing calendars
* Planning promotions (LSM & others)

* Studying promotions costs, expected profit and increase in sales

* Choosing the target market

* Studying the channels of reaching the target market

* Advertising the promotion:

- Contacting advertising agencies for posters, flyers, stickers, press releases, radio … etc.

- Approving artworks

* Directing, supervising & controlling the execution of promotions

* Evaluating results of promotions after execution

· Studying existing competition

· Following up on customers’ services (requirements and complaints. etc.)

M/S Information Service Center 

Tripoli, Lebanon

January 1993 – March 1994

Sales Executive 

· Increasing company awareness

· Selling ad spaces (at magazines, radio, TV, newspaper … etc.)

· Following up the ads

· Following up on payments

Al Maarifa TV 

Tripoli, Lebanon
February 1992 – September 1992

Broad Caster 

· Introducing programs 

· Interviews

Further information will be furnished upon request.
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