Leila El Safah
Address: Taljeh building 4th floor, Bshamoun, Lebanon
Phone Number : +961 3 090353
Nationality : Lebanese
Email: leila.safah@gmail.com

EDUCATION

2004 – 2008    BA in Accounting
                              AUL University
 
2001 - 2004 Lebanese Official BT3 Accounting & Information Technology
              CDC Career Development Center

EXPERIENCE
September 2016 – Present Colorwall – A Division of Kassaa Paints Group “Colortek” Beirut, Lebanon
· Position : Accountant
· Report daily and meet up on a weekly basis with the general manager.
· Work closely and follow up on projects with the project manager.
· Accounting transactions entries in system.
· Prepare & distribute paychecks to employees on weekly and monthly basis.
· Collect and safe keep payments in office (cash, checks, CCM).
· Payments transactions entries (customers, vendors, banks).
· Bank reconciliation and check all account records are correct.
· Deposit/withdraw cash/checks in banks and follow up on transfers.
· Handling petty cash for expenses occurring during the week.
· Follow up on A/R & A/P with customers & suppliers.

September 2007- April 2009 Est. Assaad Daoui & co. - Est. Assaad Daoui & sons - UFFICIO Assaad Daoui Beirut, Lebanon
· Position : Accountant and Stock Controller

· Manage the journal entries, input and handling of financial data and reports for the company using “Dolphin account and stock program”.
· Prepare profit and loss statements and monthly closing and cost accounting reports.

SUMMARY SKILLS
Languages : English, Arabic and French. 
Computer Skills : MS Office (Word, Excel, PowerPoint), ACI (Bee Business Solution), Dolphin (stock & account), and Noria.
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