Sioufi, Achrafieh
Beirut, Lebanon

Mobile: +961 71 278 276
Email : sebastien.horness@gmail.com
Sebastien Jacques Horness     
I am seeking a challenging position within the ventures of finance and administration, where I can expand my knowledge in these areas and apply my strong analytical and coordination skills within a multicultural and nourishing humanitarian environment.
Personal      ●   Date of Birth: 30 September 1992      ●   Nationality: Lebanese

                     ●   Marital Status: Single  
Education     Sep 2011- 
Bachelor of Business Administration in Business Administration and Finance                                                                                                                                  
       June 2015
            at American University of Science & Technology (AUST), Lebanon
                      Oct 1998-      
Lebanese Baccalaureate, Sociology & Economic Section

       
       June 2011

Collège du Sacré Coeur, Gemmayzeh, Lebanon
 Experience    Dec 2017               Byblos Printing SAL
                        Present                   - Senior Accountant
· Assure the monthly closing of accountancy
· Follow up of all payments received at the company’s level

· Manage relationship with banks

· Ensure advances and petty cash is at hand for different requests
· Manage petty cash, bank accounts and Bi-weekly cash counts

· Maintains payment record of all invoices received

· Prepare payment vouchers

· Allocate assets and liabilities

· Prepare bank reconciliations on a monthly basis

· Close VAT books and practice taxes over payments

· Undergo NSSF and Insurance procedures

· Archive all financial and admin documents and their supporting details

· Send and receive professional emails to suppliers, customers and upper managers
· Verify, allocate, post and reconcile accounts payables and receivable             

                       July 2015             Executive Aircraft Services (Safadi Group Holding)
                       Nov 2017             (Directorate General of Civil Aviation/ Rafic Hariri Airport)               
· Accountant
· Responsible for data entry and cash money
· Maintain bank statements of account, bank transfers and cheques
· Responsible for the captain Fund, maintenance and filing procedures
· Prepares required reports and information including Fixed Asset and Prepaid schedules

· review of accruals / provision accounts on a monthly basis with the branches.

· Prepare bank reconciliation and assist with the taxes on salaries

· Provide financial management support to DoE (Department of Energy) office

                        July 2011                  Adolfo Dominguez Shop (Beirut Souks/ ABC)
                        June 2015                    - Brand Representative & Cashier (Ladies RTW)
 - Accounting Department (Internship at ABC)
· Handling ABC POS (cashier system)
· Cash Count at the end of the Shift

· Handling all types of transactions (opening deposits, discounts …)

· Maximizing Customer satisfaction and collection of customer data
· Activation of ABC gift cards on the CCM machine
· Responsible for receiving Shipments and following up with customers                 
       June 2010-              OLIO & SOTO Restaurant (Gemmayzeh)
       Dec 2010                   Waiter & Bartender 

· Greet customers and take orders
· Maintain the sequence of service
· Memorize cocktail prices and ingredients
· Prepare transactions upon client’s request and receive payments
Trainings          
	First Aid Training by Lebanese Red Cross

	Performance Management by Phi Management

	First Impression and shoplifting by ABC Group

	Tax Free Training and Certificate by Global Blue Academy

	Falsified Money and Credit Cards by BDL

	How to run an on-job Training outsourced


 Languages     Arabic (native) / French (Fluent) / English (Fluent)
 Skills  
	Teamwork lover and team player, flexible, attention to small details and highly organized

	Mature, manage priorities, responsible and take initiatives

	Time management and multitasking skills

	Excellent MOS (Word, Excel, PowerPoint)

	Ability to prepare reports and business correspondence

Commitment to excellence, high standards and self-motivated

Excellent written and verbal communication skills

Strong organizational, problem‐solving, and analytical skills and always meet deadlines


 Hobbies          Traveling and exploring new cultures
References will be available upon request
