[bookmark: _GoBack]Jihad El Kik
Sabtieh, Mt Lebanon| +9613 885 452| jihadkik@hotmail.com
Personal information
Date of birth: January 31st, 1986
Place of birth: Tahwita El Nahr, Lebanon
Sex: Male
Nationality: Lebanese
Marital Status: Married
Objective
My objective is to secure a job that will enable me to grow intellectually and learn more in my desired field. I want to fulfil my goals and use my knowledge to change the community in a positive manner.
Profile
A progressive career acquired through several years of experience in financial management and auditing. Attentive to detail with exceptional influencing, interpersonal and communicative abilities, utilized in formulating beneficial and key relationships at all levels. Works well on own initiative with a high level of self-responsibility and enjoys being part of, as well as leading, a successful and productive team.

Education
BS in business management | June 2010 | ameriCAN UNIVERSITY of science and technology - aust

Lebanese Baccalaureate | June 2006 | school tourist, dekweneh
Professional Experience
finance Officer | himaya, ngo | march 2014 - present
· Make sure that all expenses undertaken are properly planned according to the different budgets available and the table of affectation;
· Participate to the elaboration of new budgets when required;
· Participate to the elaboration of financial reports and annexes;
· Ensure the calculation and payment of Social Security and income taxes;
· Follow up and control the accountancy on a daily basis by assigning financial lines and accounting codes and collects appropriate documents, receipts and purchase orders in compliance with himaya’s procedures;
· Maintain excel accounting records (cash book) and accounting files for all expenses, advances, and transfers on a daily basis; 
· Prepare bank reconciliation statements for each month-end closing;
· Prepare monthly and annual financial reports;
· Check the document vouchers and organizes them in order to send them to donors;
· Prepare the consolidation of the weekly treasury forecast;
· Deal with cash payments, follows advances and payment of supplier invoices;
· Liaises with the bank for all operations such as withdrawals or transfers. Prepare the forms for all operations on bank account;
· Analyze the cash situation and prepare the cash request for the cash box every week.
Auditor | BECA Hatem & Partners| May 2009 - December 2014
· Maintenance of the Chart of Accounts in conformity with the Lebanese Chart of Accounts and in coherence with the required tax declarations and requested managerial reports;
· Monitoring of proper and accurate accounts and insuring proper allocation and completeness of accounting data;
· Insuring that all accounting transactions are in conformity with the requirements of the Lebanese laws;
· Review of adequacy of provisions whether related to contingencies or other charges (end of service indemnity…);
· Preparing timely reports/data;
· Reconciling third parties accounts;
· Preparing tax declarations (Tax on Salaries, V.A.T, Social Security).

Airport counter | middle east airlines| July 2008 - February 2009
· To ensure Rate Sheet received from Head Office updated for routine operations daily basis;
· To develop encashment and sales at the counter and cross sell other products;
· To maintain all Reports on daily basis & Monthly Reports;
· To ensure proper control on all stock & used Manual bill Books as per the procedure;
· To record all sale & purchase transaction and file relevant documents on daily basis and to maintain petty cash and account the same only after Authorization;
· To ensure all stock is counted, Manual Till Sheet is prepared and tallied with System generated Till Statement at end of the shift;
· To ensure sufficient stock is available at counter for doing daily transaction;
· To ensure strict compliance of company policy & procedure;
· To ensure proper Handover and takeover of till stock is followed and copy of the same is maintained at the location;
· Any discrepancies are immediately brought to the notice of the in charge before taking over the Till.

Skills & Abilities
Management
Have the ability to remain calm, in control and good humored even under pressure;
Can manage to organize time effectively and able to adjust priorities as required. 
Communication
Possess strong communication skills, both spoken and written;
Able to articulate ideas in a clear and concise manner;
Work with colleagues to achieve goals, and maintain good relationships with people of different national and cultural backgrounds.
Leadership
Organized, resourceful, personable and a fast learner;
Addresses problems or obstacles in a positive and constructive manner;
Creates a pleasant and ergonomic workplace for team members.
LANGUAGES
· Arab, Native Language
· English, Fluent in Speaking, Reading and Writing 
· French, Good in Speaking, Reading and Writing
Technical skills
Excellent in Microsoft Office (MS Word, Excel, Power Point, Access);
Accounting Software;
Internet: Web Browsing, Search Engines, Troubleshooting, Social Media.
Personal Interests
Sports Activities;
Hunting;
Football.
References
References will be shared upon request.
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