Tony Elias Gerges
toni.grs93@gmail.com
 (+961 71 618 613)
Live in: Beirut Furn El Chebeck, Lebanon
From: Akkar, North Lebanon 


Objective:

· I am seeking employment with a company where I can use my talents and skills to grow and expand the company.


Professional Experience:

· Company Name : General Security 
· From: 12 September 2014 
               Till: 22 January 2018

Job Description:   
Ensuring timely document delivery and tracking 
Provide document control services to departments 
Updating and maintenance of the document control data base by     monitoring all incoming/outgoing documentation and entering and management of document Meta data 
Ensuring all documents are easily accessible at all times - both hard and electronic copies 
archive all data, including hard and electronic copies as required 
Monitor and continuously improve the effectiveness of data management     procedures and processes according to objectives 
Provide reports on the performance of the document management    system 
_______________



· Pharmacy Suzanne (Akkar)
· Assistant 
· From : 10 December 2012
     Till: 30 May 2014

Job Description:

· Establish and maintain patient profiles
· Prepare insurance claim forms
· Stock and take inventory of prescription and over-the-counter medications
· Manage the cash register

_______________

· Habe w Nar (Restaurant Akkar)
· Supervisor
· Waiter
· From: 1 June 2011
    Till: 31 January 2012
Job Description: 
· To prepare the weekly rotes, ensuring adequate staffing of the restaurant at all times.
· To supervise and assist the restaurant staff on a daily basis.
· To assist with processing the daily cash sheets in conjunction with other supervisors and managers.
· To be duty manager on rotation basis (role shared with other supervisors and senior managers.) 
· Working with other supervisors to coordinate all aspects of stock deliveries and keep accurate and up to date records. 
· To be responsible for the cellar and stock storage areas, ensuring they are secure, neat and clean at all times. 
· To assist with weekly ordering so as to ensure that stock levels are maintained and any special order for functions etc are placed in a 
timely manner. 
· To meet and greet all customers where possible
_______________


· Mini Market Sleiman (Akkar)
· Cashier
· From : 12 June 2010
     Till: 15 September 2010

Job Description: 
· Operating the cash register and handling cash transactions with customers
· Scanning goods and collect payments
· Issuing receipts, refunds, change or tickets

Education:

· 2013 : Faculté Des Sciences (ll Campus Fanar)  
            (Chemistry & Biochemistry) 1st Semester  

· 2012: High School Miniara Official (Akkar)
           (High School Diploma)

· 2008: Tlal Official School 
            (Brevet)                      


Computer Literacy:

· Microsoft Office : Word, Excel, Power Point, Outlook 

Language:

· English, French, Arabic (Native)
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