Mounira BAZIN

8A rue des Noyers – 57645 RETONFEY

Mobile phone : +33 6 69 07 09 13
moonira.bazin@gmail.com
Looking for a role as a sales, administrative, teacher or executive assistant making full use of my organisational and efficient skills ; highly dynamic and organised. Can work  individualy or in a team
WORK EXPERIENCE
TEACHER ASSISTANT

COLLEGE CHARLES PEGUY 2019 to 2023

SALES ASSISTANT

LUMENSION

2018
SALES ASSISTANT

AIR LIQUIDE

2013 to 2016
· Received and advised customers

· Answered the telephone

· Organised meetings and take the minutes

· Managed customers’ files

· Prepared letters and e-mails

· Telephoned customers

· Established invoices/credit notes

· Registered, processed and followed up orders taken on the spot, by telephone and fax

ADMINISTRATIVE ASSISTANT HR
PREVIADE

2013
· Followed up holidays and complaints

· Established salary bulletins

· Handled correspondence, mails

SALES ASSISTANT

ARVATO
2013
· Answered customers’ calls

· Followed up customers’ files

EXECUTIVE ASSISTANT

HOLIDAY INN
2012
· Received visitors

· Responded to the request of the Director

· Prepared letters and e-mails

· Answered phone calls, took messages

· Updated the agenda

· Prepared presentation

· Arranged business travel

ACCOUNTANT ASSISTANT
GARAGE DE L’ETOILE
2010
· Inventory control

· Answered phone calls

· Typed letters

CURRENT EDUCATION AND TRAINING
· Intensive English course from January to March 2007

· BTS equivalent BTEC HND in administration 2006 (economy, law, accountancy, marketing)

· BAC equivalent A-Level 2002 (accountancy, law, economy)

ACHIEVEMENTS
· Capacity to work under pressure, assess priorities and work on my own initiative

· Team work efficiency

INTERESTS AND ACTIVITIES
· I like reading and travelling

· I also like practising fitness

PERSONNAL DETAILS
· SAP, CIEL, MICROSOFT Word, Excel, Powerpoint, Outlook

· Driving licence

· French passport

· Non-smoker

· French – mother tongue

· English B2- arabic (algerian native) read and speak

· Some knowledge of Luxemburg

REFERENCES
Professionnal 






Education

Mr Gérald Florence

Managin Director
AIR LIQUIDE

1 rue Claude Chappe

57070 METZ

Phone : + 00 33  87 37 55 50

gerald.florence@airliquide.com
Education
Mrs Larissa Rio

Coordinator

GRETA de la Fensch et de l’Orne

Espace langues 

Collège Le Breuil

57525 TALANGE

Phone : + 00 33  87 51 73 85



