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Bouchekir Rachida
Address: Algiers
Phone: (+213) 799461655
Email: r.bouchekir@outlook.fr
Age : 34
	WORK

EXPERIENCE
	Sales administrator, Solar Turbines Europe       Mars 2019 - Oct 2022
�
 Provide full support to customers from (North Africa, Southern of Europe and Western Africa countries) and working from Solar warehouse and department from Germany , Belgium and USA .
· Provide full customer support from quote to delivery including preparation of shipping docs and certifications and datasheet. Inform customers about order status, invoices.
· handling customer complaints and reinvoicing.
· Liaise with the Logistics department to ensure timely deliveries.
· Review pending orders in tableau and specific custome requests to ensure excellent customer service
· Follow the delivery and shipping with TA.
· Receiving and processing purchase order.
· Maintaining and updating sales and customer records.

· Compiling monthly sales reports.

· Expediting orders through internal liaison.

· Supporting the sales department with other administrative tasks, if requested.
· Invoicing and payment collection
Mars 2019-NOV 2019 

Contract and Bids Specialist, Hyundai Heavy Construction Equipments, Algeria.
· Clarification of bid conditions and management of the tender preparation
· Review of information about demands and derivation of supply and proposal preparations   
                                                                    2018 - 2019

Operation Officer, VFS Global, Algeria.
· French visa application center treatment
                                                                         2016 - 2018

Project Assistant, Huawei Telecommunication, Algeria.
· Administrative duties such as collecting, sorting, filing data 
· Planning and Preparation (meetings, events, and travel arrangements, presentation).
· Processing expenses sheets and invoices.

· Monitoring stationary levels and ordering office supplies.

· Preparation of Invitation Letter, Work Permit.

· Translation work (french, Arabic, English). 
                                                        2015 - 2016

Commercial and Contract Officer, Sarl ADDBETON, Algeria.
· Collaborate with the vendors and/or distribution to provide an accurate quote for products
· Follow up on shipment / invoicing to close order
· Writing up email proposals.

· Responding to pricing enquiries

· Resolving customer complaints and disputes.

· Providing customers with technical product information

                                                                                          2013 - 2015
Sales Executive, KDS Travel Agency, Algeria.
· Selling holidays, Ticket, Insurance ,Omra.

· Collecting and processing payments.

· Advising clients on travel arrangements, Visa, Accomndation.
· Handling high numbers of incoming calls

                                                                                            2010 – 2013
Sales and Billing Officer, Sarl Genitec, Algeria.
· Preparing, issuing and sending invoices.

· Receiving and sorting incoming payments and Follow-up customer debt.
· Managing the sales process for new prospects


	EDUCATION


	2018

Master of Accounting and Finance, University Algiers 

2019   
Bachelor Degree of Computer Finance, University of Algiers
2010
Third Years English Language Studies, University of Algiers 


	ADDITIONAL

SKILLS 
	Microsoft Office package: Microsoft Word, Excel, Access,Outlook, PowerPoint , SharePoint, Power app, Mydhli ,Amadeus, SAP, inforLN ,BAAN 5 , Teams , Workday, Trade Automation ,Navision.


	Language  
	Arabic      Native

French     Proficient

English    Proficient
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