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Hala M. Saab							
Beirut, Lebanon

                                                                                                        
Dear Sir or Madam,
                                                                                                  

I should like to make an unsolicited application for the position available in your reputable and well renowned comapny.

I am a hard worker, committed to integrity and well attentive to the high standards of this profession. 
My working experience has given me the capability to develop good communication skills. Furthermore, it has taught me how to be a leader and I have a strong sense of initiative. Thus, I would make an active, enthusiastic staff member in the office as well as on the field. I thrive for challenges and I make it a personal goal to surmount them. Moreover, I believe this is a quality I would soundly invest in your company.

You will find a full account of my education and qualifications on the attached personal record sheet. I hope that my qualifications meet with your requirements and I shall be pleased to come for an interview. I’m looking forward to hearing from you soon. You can reach me, any time of the day, on my cell phone. Thank you for your consideration.


Yours faithfully,

            Hala. M. Saab













Hala Saab Chatila 	            MOBILE: 00961 3 763528
 D.O.B	 April /17/1982
  LEBANON-BEIRUT			            
                                                                         E-Mail: halasaab109@hotmail.com
                                                                                Hala.m.saab@gmail.com



OBJECTIVE: 
                               	To obtain a position with a company offers opportunity for advancements.


PROFFESIONAL EDUCATION:
                                 Morgan International                                                           Jan2011- May2011
 	Attending & preparing for the 4 parts of the course “Certified Internal Auditor” 


SPECIAL EDUCATION:
                                  QMI (Management Systems Registration                          Feb 13-17, 2006
	Successfully completed written examination and continuous evaluation for QMI 
	ISO 9001:2000”Lead Auditor Training Course”

	SC MAJZOUB & PARTNERS                                        April 23rd, 2005
	Attending path seminar for V.A.T practices (Gaining Certificate of Attendance)

                                   HAIGAZIAN UNIVERSITY                                       
                                   Human Resource Diploma (Adult Education Program)     Oct 2009-June 2010     
    	Stress Management (Adult Education Course)                  April 2010- May 2010
                                

	                   UMB (UNITED MANAGEMENT BUREAU)                      August 11th, 2009
                                 Effective Solution Using Root Cause Analysis &Technique (Gaining Certificate                 
                              of Attendance)

	                     SUSTAINABLE MANAGEMENT GROUP                          Dec 4&5th, 2012
                                 Process Mapping Training (Gaining Certificate of Attendance)


ACADAMIC EDUCATION:
                               American university of Science & Technology.                         Sept 2001 – June 2004 
                                  Bachelor of Science Banking & Finance 
		                Listed on the Honor List Graduation
	


   	                   International School of Choueifat.            	                               1999/2000
      	         	          Secondary School Certification

                       


[bookmark: _GoBack]EXPERIENCE     Ghandour Group of Companies (Deputy Finance Manager&ChairmaAssistant)                                                                                                                                                                                                .                                                                                                                                Jan 2017 – Up to Date
            
       
                          * ensure all month end accounts for the group of companies are finalized accurately.
                          * assist the Financial Manager as requested.
  	          * assist the Chairman as requested.


                         Future Security CO .SAL. (Deputy Finance Manager)       March 2011 – Jan 2013
                  
                             * ensure all month end accounts are finalized accurately and within the agreed time 
                                schedule
                        * investigate and review all major variances and discrepancies
                        *supervise the VAT and Tax returns
                             *assist the Financial Manager as requested

                            Future Security CO .SAL. (Chief Accountant)                March 2010 – March 2011

                      *ensure that departments pass all invoicing instructions, purchase and service 
                               documents daily so that the monthly accounts can be finalized on time.
                      *ensure that the Monthly Profit & Loss Account, Balance Sheet and Cash Flow are 
                              prepared on time and submitted to the Finance Manager to review, before  
                              circulation.
                      *investigate all major discrepancies or variances with the Line Managers and report 
                       findings to the Finance Manager.
                      *verify that the monthly salary schedule has been accurately prepared and authorized  
	     prior to payment of the salaries.
                      *check periodically the Petty Cash balances with the Cashier.
                      *ensure the cheque requisitions or Bank transfers for suppliers, to be signed and  
                  affected according to the agreed payment terms.
                       *maintain and control the Assets Register and ensure that no item is purchased or      
                               sold without the correct authority.
                       *prepare year-end financial statements and supporting schedules for the Auditors.
                       *ensure that the Government VAT and Tax returns are prepared and the payment is   
                         made on time.
                       * ensure that all Journal Vouchers for all routine accruals, prepayments and   write-                 
                         offs are prepared.
                           *check all Contracts to ensure that the contents are legally binding, fiscal stamps                          are affixed, the file is complete and the agreement has been signed by an authorized signatory.
                              *ensure that the Sales Commission payments and Deduction Schedule are prepared 
                    in accordance to the Procedures laid down.
                        *ensure that the Bank Reconciliation is undertaken on monthly basis and resolve
                          any variances.
                  *assist the Financial Manager as requested.
                        *ensure that all the procedures are complied with the ISO 9001:2008 Standard.

                               Future Security CO .SAL. (Quality Coordinator)           Jan. 2009 – Jan 2013
                                * ensuring that processes needed for the quality management system are  
                                   implemented and maintained.
                                 *conducting internal audits to ensure that the quality system is implemented and    
                                    maintained.

                                  *reporting on the performance of the quality management system and any
                                     need for improvement.
                                  *contacting external parties on matters relating to the quality system.

                                  Future Security CO .SAL. (Senior Accountant)               July 2003 – Feb 2010.
                                   *preparing journal vouchers on daily basis.
         *controlling Stamps.
         *invoices related to job orders.
		         * preparing all staff deductions & Commissions on a monthly basis.
                                   * preparing fixed assets vouchers to maintain its registration.                                
                                   * preparing and reporting Profit & Loss schedules to the managements.
                                   * preparing reconciliation of Banks.
                                   * preparing the balance sheet schedules to the managements.
                                   * preparing the cash flow and the checks under collection on daily basis.                                                  
                                   * preparing V.A.T schedule on quarterly basis.
                                   * preparing CNSS schedule on monthly basis.
                                   * preparing Salaries & Wages Taxation schedule quarterly and yearly basis.
                                   * preparing confirmations to customers on semi annually basis.
                                   * preparing aging schedule for clients on quarterly basis.
                                   * preparing credit & debit notes for clients when needed.
                                   * preparing different sales schedule on monthly basis (as comparison schedule).

                                   * used to do contracts for clients and reviewing them to be updated and         
                                  signed (between years 2005-2006)

		          Al-Ahli International Bank.      			             One Month            
		          Training Course in all bank departments.

   		      
COMPUTER SKILLS:
         		                
         Software:                         Microsoft Office (Word, Excel, Power point , Visio & Dolphin Accounting  	                                      System+ Info Gates Accounting System + Depreciation).
                                                  
                                                  		    
         Operating System:	Win 98, Win 2000, Win XP and WinNT.



OTHERS:
                    	    * Excellent in Arabic (Mother tongue), English (reading, Writing & speaking).
	                 
References Available upon Request.            
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