
GHASSAN HAWI

	objective

	
	To be part of a labor force where I can use my capacities and experiences to contribute for the welfare of the institution and its customers.

	Experience

	1997–2---       Middle East Publications, Shouran Street, Raouche

· Product Contol Supervisor: from 11/1997  to  present.

· Invoicing; Order Delivery Supervision; Product Control; Information Manager; Receiving Incoming and Packing Outgoing Shipments; Controlling Consignment Orders; Customer Service; Inventory Control, Secretarial Work; Preparing and Faxing Business Letters; and Delivery of Orders.
·  In Accounting: Bookkeeping; Issuing Updated Statements of Accounts; Debiting & Crediting all Customers Accounts; Preparing Sales Reports; Preparing Petty Cash Statements; and Cotrolling A/R And A/P.
·    In Sales Management: Retail Sales; & Booktable Sales at Schools and Seminaries.

·  Property Control: Maintained the storeroom and bookshop clean, & tidy.   Preserved equipments in good working conditions


	1993–1996
Lebanese American University     
Labban Street, Beirut

             Student Assisstant at the Admissions and Relations Office

· Orientation and advising.

· Registration.

· Posting advertisements in newspapers.

· Monitoring students on campus.

· Organizing the distribution of brochures and press releases.

	1990–1993
Lebanese American University
  Labban Street, Beirut

              Accountant.

· Bank Reconciliation.

· Controlling accounts receivable and accounts payable.

· Developing the entries of accounts.

· Data entry of  CR’s, PV’s, CQ’s, and JV’s.

1988–1990 American University of Beirut-Medical Center    Hamra, Beirut.

              Clerk Officer.


	Education

	1992–1996
Lebanese American University, Labban Street, Beirut

· B.S., Business Management.

· Graduated June 1996.

1990–1992      Computer and Management College, Hamra Street, Beirut.

1984–1987       College de la Sajesse, Clemenceau, Beirut

· Baccalaureate Part II, Experimental Science.

· Graduated June 1987.

	Interests

	
	News about cars as new models, racing, and Formula 1. 
Walking, swimming,  jogging, and reading.

	General SKILLS

	
	Excellent verbal and communication and interpersonal skills, detail oriented, multitasking, time management, leadership, teamwork, initiative, self-motivated, and very high work ethics.


	
	

	hOME aDDRESS :

 maarouf al shami building , 1st floor 

Labban street, Beirut- Lebanon TeL :01-805431/03-844873

                                              01-804664 from 10 A.m to 3 P.M.
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