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safaa’ el jarmak
	Resilient Senior Retail Branch Officer and Customer Service Executive, fervent to accept fresh challenges, adaptable to changing environments and willing to gain new experience, able to work on own initiative and as part of a team, dedicated to maintaining high quality standards.
Education

	[2000-2004]
LEBANESE UNIVERSITY
Lebanon
Maitrise in Business Administration- Accounting and Finance
[2000]
ECOLE DES FILLES DE LA CHARITE
Lebanon
Lebanese Baccalaureate; Experimental Sciences
[2011]
MORGAN INTERNATIONAL INSTITUTE
Lebanon
CMA                             (CERTIFIED MANAGEMENT ACCOUNTANT)
[2013]                           ESA                                                                           Lebanon
                                             Lebanese Regulations

	Training Experience

	
	Joe  Daou for Accounting and Auditing              [March-April 2005]
· Preparing invoices, payment vouchers, payment slips

· Preparing balance sheets and income statements

· Extensive training on accounting and inventory control systems:

Visual Dolphin (http://bit.ly/L22cCW)



	Work Experience

	
	Snowball, Lebanon                                                                        [2016-Current]

Inventory Controller

· Contacting with suppliers to confirm orders

· Receiving shipments of goods

· Controlling inventory stock

· Auditing sales reports

· Organizing with branched for replinishment of goods
Enovate Solutions, Lebanon                                                          [2012 - 2016]
Financial Auditor/Accountant ( Part time)
· Managing financial records and accouting operations
· Year end financial statements and fiancial reports

First National Bank – Hamra, Lebanon                                        [2010 - 2015]
Head of Retail Branch Department and Customer Service 
· Customer Service Management including:

· Managing VIP client relationships

· Maintaining personalized service to customers on various banking products, accounts, and services enquiries in an effective and efficient manner. 
· Identifying cross-sell opportunities during customer interaction. 
· Consistently delivering quality service to our customers to achieve total customer satisfaction. 
· Soliciting customers’ feedback and identifying problem trends for improvement actions. 

· Handling all administrative activities like Account Opening, maintenance, cheque books, statements, etc.

· Constantly being in touch with existing customers to understand new requirements, changes and ensure customer satisfaction.

· Maintaining MIS on a periodic basis.

· Responsible for the sales and execution of:

· Housing loans.

· Car loans.

· Personal loans.

· Commercial loans.

· Educational loans.

· Refinancing loans.

· Insurance products.
· Responsible for different customer related services such as:
· Opening accounts.

· Preparing Mecanique fees.

· Preparing Banker checks.

· Preparing outward transfer orders.

· Preparing monthly and quarterly report of bills.

First National Bank – Hamra, Lebanon                                        [2008 - 2009]
Back Office Service Officer

Responsible for the sales of:                                     (Achieved a high target in sales)
· Bills

· Loans

· Clearing checks (In and Out)



	
	First National Bank – Hamra, Lebanon                                        [2006 - 2007]
Head Teller 

· Head Teller with cross-branch tasks such as:
· Distribution to and from branches to head office

· Maintaining Account transfers

· Performing and Managing Cash deposits/withdrawals

· Managing and auditing deposits/withdrawals

	
	First National Bank – Hamra, Lebanon                                        [2005 - 2006]
Teller 

· Teller with cross-branch tasks such as:
· Performing Account transfers

· Performing Cash deposits/withdrawals
Le Marly – Beirut, Lebanon                                                       [April 2005 – June 2005]
Accountant/Assistant Manager 

· Auditing the receptionists’ journal and cash operations
· Maintaining the cash box (Petty Cash)
· Preparing Balance Sheets

· Preparing Trial Balances

	Certifications & Awards

	· Driving License
· Diving License

	Qualifications

	
	Personal Skills: Communication Skills, Leadership, Team Player, & Creativity.


	Software

	
	· Operating Systems: Windows

· Reporting Tools: SPSS
· MS Windows XP/Vista, MS Word, Excel, FrontPage and PowerPoint 
· Excellent overall Computer literacy
· Customer Relationship Management Software (CRM)
· Accounting Systems (Libra Financials, Dolphin, Quickbooks)
· Inventory system (JD Edwards)

	Languages

	
	Arabic     (Native)                
English   (Very Good: Read, Written, Spoken)

French    (Very Good: Read, Written, Spoken)


	Personal Information

	
	· Lebanese

· Born on 6th Jan, 1981
· Female, Married

	References 

	
	Available upon request.


	
	


