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PROFILE

Enthusiastic, highly motivated, organized and dedicated person with a professional attitude. My high level of responsibility and maturity enabled me to benefit from extensive experience during my university studies. The experience that I have gained in my family business along with the two accounting internship programs have improved my analytical skills, strengthened my communication skills, and highly developed my ability to work under pressure in different environment. 

EDUCATION 
· Bachelor of Sciences, Business Accounting, American University of Science and Technology (AUST), February, 2014
· Minor Communication Arts, Radio and Television, American University of Science and Technology (AUST), February, 2014
· Lebanese Baccalaureate, Economy and Sociology, Aley Cultural School, 2008
POSITION/HISTORY
Jan-19-Till March-19
Movenpick Hotel &Resort Beirut

Senior Accountant

· Supervising the AP & Cashier work 
· Review Prepaid accounts and update posting as required

· Preparing the accrual for the month closing

· Issue end month JV’s (Accrual, Provision, Prepaid)

· Coordinate with the cost control regarding end month JV closing

· Prepare journal for the month closing

· Bank Reconciliation

· Balance Sheet Reconciliation
· Perform the task done by the income audit summarized by :

1. Checking and Reconciling the Daily Revenue report

2. Reconciling the ledger account balances

3. Checking the complimentary, zero rooms rate repot
4. Verifying any rebate transaction is provided with the need supported document
5. Checking the paid out, refund report and verifying forms are supported with the guest registration card

6. Check the F&B discount invoices, voids, split and add cards
Jul-14 – December-2018
Achour Holding Company
Verdun Star SAL- Restaurants - (Ward Sham/ Caprese/ Couch Potato/ Give me Five)

Verdun-Beirut
Accountant-Account Payable & Receivable 
· Controlling, Verifying, allocating, and posting Financial Transactions and reconcile Account payable and receivable. (Purchasing, Expenses Invoices, Sale Report)
· Prepare Daily Sales report, and posting sale entry

· Enter Prepaid Contracts, Accrual…. Etc into accounting software 

· Prepare Bank reconciliation and Bank Position

· Prepare Checks to Suppliers after doing the supplier reconciliation and checking the Bank position
· Maintain positive relation with the suppliers by providing best services (on time payments, regular reconciliation, professional communication)  
· Check Monthly Payroll of the employees based on HR monthly Report.
· Enter Payroll and NSSF into accounting system

· Coordinate with other departments to assure smooth and professional relation among departments 
· Coordinate with the Cost Control and Purchasing department to decide on the payment with each supplier 

· Direct Internal and External audit to ensure Compliance

· Assist with Tax audits & Tax Returns 

· Work Closely with the internal auditor in order to assure compliance with the Lebanese regulations 

· Work with the external auditor to finalize the bi-yearly financial reporting

· Liaise with our Financial Managers & Accounting manager to improve Financial Procedures.

· Plan, assign and Review staff’ work 
· Collect Checks From Clients, Prepare Receipt For Clients Based on their Checks 

· Prepare Official Invoices For Clients and Follow up there Payments

Jun-13– Dec-13
Emili Khalil Elia Audit Auditing Company, Beirut 

Accounting Clerk

· Maintain accounting records

· Maintain supportive role with other departments
· Assist for maintaining Checks Register and Void Checks Register and any other register needed for the operation and the audit purposes
· Verify and check paperwork for proper PO approval procedure

· Prepare and record cash disbursements 

· Maintain the check books through entry of deposits and checks

· General Ledger maintenance

· Month end journal entries – recurring journal entries

· Accounts Receivable and Accounts Payable duties
LANGUAGES

· Arabic and English (Fluent)

COMPUTER SKILLS

· Proficient in MS applications

· Excellent in internet research
ACCOUNTING SYSTEM USE
· Sun (Hospitality-HMS)
· Vision (Hospitality-HMS)
· Material Control

· Opera

· Micros
· Win-Accounting
· Omega Software 
References
· Available upon request
