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Name: Nour A. Ismail
Address: Beirut, Lebanon
Cell Phone: +961 81-215112
E-mail: nour.ism@outlook.com

Personal Information:
Date of Birth: June 12, 1998
Place of Birth: Lebanon, Beirut, Borj AL Barajinah
Nationality: Lebanese
Gendee: Female

Objective: 
Work in a suitable position in a leading company where my education & work experience would have a valuable application.
Work Experience:
Habib Barbish For Trading and Metals (Jan 2018-May 2019)
Accountant 
· Entering invoices in the database for managing account payable/receivable, and handling all accounting operations
· Researched billing entries for 200+ suppliers, and performed reconciliations as directed by the senior accounting supervisor
· Prepared journal entries, account analysis, and maintaining supporting documents
· Recorded invoices in the CPI accounting software for expenses, inventory purchases, and fixed assets of the organization
· Preparing NSSF tables

[bookmark: _GoBack]Orman (Oct 2017 – Dec 2017) covering maternity vacation
Accountant/ Administrative Assistant
· Tracked payables, receivables, and collections.
· Collected bills, checked payments 
· Checked invoices with payments made 
· Filing and documentation
· Sales invoicing, creating new items, and registering new purchases in stock and accounting (Customs and Clearing expenses) on SOFT MINE System.


Al Bayan Agency
Accountant trainee
· Assisted in preparing in payroll 
· Assisted in NSSF and VAT Declaration.
· Lectured in registering daily accounting entries into the system.

Beirut Aqua Sports (Movenpick)
Marketing Assistant                                                                           2016 / 2017(Summer Job)
· Understanding the customer inquiries, and translate insights into actionable recommendations to drive results
· Responsible for collection and management of payments of customers
· Responsible for customer reservations for all activities.
· Negotiating deals and marketing campaigns with marketing and media agencies 
· Matching and controlling Credit card

Education:
                                                                                                              
University:  BS in Accounting & Auditing
                     (Lebanese University, Beirut, Lebanon)                      expected to graduate 2018                   
                    
                  
High School: Sociology & Economics (SE) 
                       ( Raml Official High)                                                                             Class of 2015 
                                                       
Interpersonal Skills:
· Disciplined, organized, and Punctual
· Team worker
· Strong communicator
· Attention to details
· Able to convey ideas clearly 
· Strong organizational skills
·  Ability to manage multiple tasks simultaneously.


Languages:
· Fluent in written and verbal skills in English and Arabic
· Fair in written and verbal skills in French

Computer and Software Skills:
· Microsoft office ( Word, excel, Access, PowerPoint, SPSS), degree obtained from Lebanese University.
·  internet usage


References:
Available upon request.
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