Samar Sidawi
Sales Administrative Assistant
Address: Sports City, Dubai, United Arab Emirates 	Phone: 0555391590	
Email: Sidawi.samar@gmail.com
Administrative professional with over 10 years of experience supporting sales, finance, and operations in multinational companies. Prove ability in SAP data management, document controller, and client communication. Currently based in Dubai and seeking to contribute to dynamic organization.
Professional Experience
Sales Administrative Coordinator
Sony Professional Solutions MEA FZ-LLC, Dubai/ Feb2016 -DEC2019
· Managed order processing and logistics in line with supply chain strategies.
· Maintain and update all procurement, sales orders, delivery schedules, and related financial data in SAP.
· Coordinate with customers to provide timely updates and resolutions regarding product availability, delivery timelines, pricing, credit control, and commission inquiries.
· Support sales activities by providing administrative assistance to projects, distributors, and end-users.
· Ensure timely follow-up on AR and financial documentation.
· Oversee logistics operations in alignment with supply chain strategies to ensure timely and efficient delivery.
· Handle all business-related information with a high level of confidentiality and discretion.

Document Controller
Dubai Water and Electricity Authority (DEWA), Dubai/ Apr 2013 - Nov 2015	
· Maintained accurate documentation by organizing, logging, and tracking all records through a Master Log, ensuring timely physical distribution to relevant stakeholders.
· Reported directly to the Vice President.
· Welcomed and assisted all visitors with a high level of professionalism.
· Managed and screened incoming calls and messages, ensuring prompt follow-up and appropriate routing of communications.
· Coordinated and facilitated meetings, including scheduling, agenda preparation, and logistical arrangements.

Administrative Assistant
Premiere Urgence, French NGO, Lebanon/ Sep 2007 – Nov 2011	
· Managed day-to-day financial operations, including maintaining cashbooks, processing bills, tracking timesheets, and handling staff expense claims.
· Ensured accurate recording of all financial transactions in coordination with the Head Office in Paris, maintaining compliance with organizational standards.
· Administered payroll activities such as staff contracts, salary payments, per diems, and related employee benefits.
· Coordinated complex schedules and handled end-to-end travel and accommodation logistics for team members and senior management.
· Monitored budget performance and prepared monthly financial forecasts to support strategic planning and resource allocation.
· Conducted internal financial control checks and produced timely, accurate monthly bank reconciliations to ensure financial integrity.

Data and Stock Controller
Sainik Trading Company, Lebanon/ Feb 2007 – Aug 2007
· Managed invoicing and monitored stock levels to ensure accurate inventory control.
· Supervised warehouse operations, including stock intake and dispatch.
· Evaluated supplier offers and coordinated purchasing decisions.
· Maintained and updated pricing strategies based on wholesale and market values.

Cashier 
Power Cell Company, Lebanon/ Dec 2005 – Dec 2006
· Invoicing.
· Transferring and receiving money “Money Gram”.
· Customer service and problems solving.


Accountant
Al-khalil Company, Lebanon/Nov 2003 – Jan 2005
· Manage stock pricing (wholesale and market value). 
· Prepare purchase orders and invoices.
· Weekly inventory report.
EDUCATION
Bachelor Degree in Business Administration - Arts Sciences and Technology University (AUL), Lebanon (2003-2005)
Diploma Degree in Business and Office Practice - Norwegian People's Aid, Lebanon (2000-2001)	
SKILLS
· Typing (Arabic - English)
· Soft Skills: Communication, Time Management, Teamwork.
· Technical: SAP, SAGA, ALAMEEN, BEE and DOLPHIN.
· Languages: Arabic (Native), English (Fluent).
PERSONAL ATTRRIBUTES
· Quick Learner and adaptation to environmental changes.
· Good marketing and management skills.
· Clear communication skills.
· Ability to work under pressure and tight dead-lines.
· Work in a Team.
· Highly Organized.

