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Phone: (961) 3 176 949 | Email: nicole-elias@hotmail.com
Date of birth: 12-08-1982 | Nationality: Lebanese| Status: Married
Address: Dekwaneh-Saydeh Street


OBJECTIVE        									

A competent person, ready and committed to employ my skills and expertise in operation management, cash and stock controls sectors to realize and optimize business and organizational goals.
	
SUMMARY                           					   ___	 ___________
· Motivated with remarkable communication and analytical skillsthrough time management and achievement of deadlines effectively
· Adaptable to changing priorities and business needs
· Quality focused, and excels under pressure
· Good team player

EXPERIENCE                               					   ___	  ___________

Operations Manager
Pellini - Beirut, Lebanon
2011-2017

Responsibilities:

· Operation Management
· Coordinating and managing the departments including suppliers and managers
· Issuing financial statements efficiently and effectively
· Controlling inventory
· Monitoring adherence to rules and regulations
· Setting new policies as well as procedures when necessary
· Assisting in staff recruitment
· Establishing company structure, staff schedules including shops opening and closing hours, and staff evaluations
· Working out the human and material resources needed
· Monitoring, managing and improving the efficiency of support services (IT, HR, accounts and finance) by enabling coordination and communication between support functions
· Managing goods import & export
· Examining payroll

· Cash Control
· Handling cash
· Preparing deposits
· Making cash deposits and receipts

· Stock Department
· Purchasing goods
· Creating items
· Pricing
· Preparing packing lists



Executive Secretary
B&B Industry - Beirut, Lebanon	
2009-2011

Duties:

· Invoice/Return
· Data entry
· Tagging
· Stock control, tags and export management
· Filing, orders and deliveries coordination
· G.M agenda management (mails and calls)
· Subcontractors coordination
· Deliveries control
De Tanios Jewellery s.a.r.l. watch makers and creators - Beirut, Lebanon	
1999-2007

Responsibilities:
· Stock Department
· Jewellery production
· Pricing
· Budgeting
· Stock analysis
· Reports issuing for inventory, purchase and consignment

· Sale department
· Contacting clients
· Issuing clients offers
· Sales
TRAINING							____________

Production and Distribution, Planning and Control
Obegi consumer products - Beirut, Lebanon
2009

Recruiting
Head Hunter - Beirut, Lebanon
2008

EDUCATION					   ___	  ___________

Bachelor in Psychology – Psychology of Work	
Lebanese University-Beirut, Lebanon	
Graduation Year 2006

LANGUAGES & SKILLS    							
· [bookmark: _GoBack]Pims, Microsoft Dynamic Navision
· MS Excel, Word, Power Point, Access & Outlook
· Languages:English, French & Arabic (Native)

References are available upon request.
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