Curriculum Vitae
Okba Mohammad Hani Al-Melli
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· Personal information and contact information:.....

Place of birth: Hama-Syria
Place of residence: Mersin-Turkey
Nationality : Syrian
Social Status: Married
Email :Ocba_milly@yahoo.com 
Mobile:5374275092                                                                                                                                                                                                                                 
 

· Academic Qualifications:...........................................

1-Bachelor's Degree in economics from Damascus Univ.
2009  (field of specialization: business management)

2- high studies in Syrian virtual Univ.
(master in total quality management; using total quality tools)2015.

· work experience:……………….…………………………………

	
COMPANY NAME

	 
JOB NAME
	 
JOB Description
	
Period

	Al-Manara For Business solution 
	Quality Officer 
	
· Founder of the company's quality department
· Develop the general policies of the company and its subsidiaries
· Develop quality and departmental procedures
· Develop quality policy
· Check and record quality records and documents
· Conduct quality training
· Application of quality tools in the company

	30/01/2019

now

	Al Manara For Accounting and Warehouse
	Technical Support & Scrum master
	· Providing support to accountants working on Al-Manara program in full with regard to the program accounting, software and Hardware.
· Systems analysis and scrum master: to making accounting and ERB Apps for android and web application  through Adobe  XD software corporatin with programmer .

	15/02/2018

30/01/2019

	Emirates keys for IMMO & Keys programming Tools
	Financial Officer
	
· Financial Officer: head of financial 
department including all of accounting and warehousing  operations.
·  In charge of all invoices (sales and purchase and output and input)  in the company.

	08/02/2017

13/12/2017

	Emirates keys for IMMO & Keys programming Tools
	Order Officer
	
· Conduct all of  commercial correspondence with the companies of suppliers and customers and operations related to the sale and purchase of financial transactions
· Overseeing the financial operations and accounting.
· Supervision of e-marketing operations of ebay and newsletter and advertisements on websites as Google, YouTube, Aol and other.

	01/09/2016

08/02/2017

	External  Translation  office 
	Translator: English- Arabic
	· Translate all the documents the related with the agreements and contracts.
	01/04/2016

   15/08/2016 

	Nisma for detergent industry
(founder&owner)
	Financial  & Administrative 
  manager 
	· make the Financial plan in terms of  monthly and quarterly and annual revenue and expenses.
· establish  of the financial system for the company in terms of journal entry and financial statements and final accounts.
· make and preparation of monthly and annual financial reports related of profitability and indebtedness.
· Financial planning for procurement and sales.
· make a financial study of new products.
· Supervising of accounting programs and accounts book.
	10/02/2013

20/10/2015


	Al batraa company
For trading & industry
	
Marketing supervisor 
	· Leading a team in marketing department.
· Involved in wider company decision making, including policy and procedure related of marketing mix.
· Planning and implementing advertising campaigns and branding strategies and promotion plans.
· Hiring, training and supervising staff.


	01\07\2012

01\05\2011

	Syriatel telecommunication company
	
POS
representative
(customer services         department)
	· Responsible of customer service that related in all operation and services in telecommunication company.
· Sale all types of sim card (prepaid & post-paid).
· Promote all offers related to all types of sim card. 
· Receive all complaints from customers and address  it.
	07/12/2010

25/04/2011

	
Altifoor company
	
Sales supervisor (Sales department)
	· A part-time job, while at University, enabling development of sales and customer service.
·     Reasonable of sales hall and all of accounts related.

	01/03/2007

31/11/ 2009




· Languages:…………………………………………………………………

· Mother tongue: Arabic: excellence as translator 
· Foreign Language:
· English: V.good(Reading-Translating-writing & Conversation).
· Turkish: Good  
 
· other skills:…………………………………………………………………

· Experience in All the Accounting Programs(Al Manara -Al Ameen-Al Edaree-Al Bazar)
· computer skills :  MS Office ( Outlook, Word, Excel, PowerPoint …),  internet   Excellent
· Experience in Adobe XD Prog. For Apps and Web Drawing (System Analysis).
· Good experience in Institutions management
· experience in The sales & deals making.
· Skilled in make  strategic marketing plan.
· Experience in make marketing mix plan.
· Experience in market study and market division.
· Expert in accounting programmes & software.
· Good experience in establish and prepare accounting database, Trial Balance, Balance sheet and financial statements.
· Skilled in organizing and presenting research seminar.
· ability to work under stress job & fast learning & dealing with critical situation.
· Keep up to date to the latest technology.

· Certificates:…………………………………………………………………….

· English language attendance certificate ( upper level). 2010.
· Google certificate in digital marketing.
· Practical experience in Al Manara Accounting prog.2018
· Practical experience in AL-edari prog.
· Certificate of attendance at a Vocational course in Al-Bazar programme . 2010
· Certificate of attendance at a professional course in Al-ameen Programme .2007
 
· Interests:………………………………………………………………………..

· reading (specially  in  philosophy &psychology )
· Have many privet searches in the management &psychology

· References :……………………………………………………………………

·  http://www.almanarasoft.com/
· https://www.mk3.com/
· https://www.facebook.com/nisma013/
· http://www.syriatel.sy/ar


Notice: all of the following supporting documents are available in the original copies.
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