Curriculum vitae

Personal Information:
Name: HIBA AL GHRAWI
Date of Birth: 19/07/1988
Nationality: Lebanese
Residential Address: Lebanon, Beirut, Barbir, Arab Street, Barraj and Shahab building 5th floor
Email: ghrawi36@gmail.com
Mobile: 71/12 10 15

Objective: 
To obtain employment in an established company that offers long-term career opportunities, and advancement; and where I may utilize my experience and skills to full potential.
Education:
AUCE, American University of Culture & Education				2009-2013
Banking & Finance
IBN SINA, Social and Economics							2008
High School

Professional Experience
[bookmark: _GoBack]Premium Chain Stores 								May 2017- Sep 12th 2019
Airport Road ELDORADO Building
Account Payable Officer
Duties: 
· Auditing the received purchase invoice
· Reviewing the summation of the invoice in case it was hand written.
· Taking the approval of the GM, recording the purchase in accounting system, then reviewing.
· Preparing the sheet of checks every months.
· Sending the prepared payment sheet to GM with the file of the invoices for approval.
· Sending the file after approval of GM to Financial Manager.
· Recording the written and signed checks closed the amount we want to pay.
· Insuring that the signed checks closed the amounts we want to pay.
· Requesting for a receipt one paying the check to the supplier before giving him/her check.
· Requesting a statement of account from suppliers each month to insure there is no difference between the supplier record and our accounts.
· Auditing the petty cash statement and recording the expenses found in the statement in the accounting system.
· Record and review credit card daily
· Bank reconciliation
· Accurate journal and ledger entries
· Handled the daily processing of hundreds of invoices
· Assisting in VAT and salaries income Tax reports
· Assisting end closing depreciation inventory adjustment-accrual and provision

Accropod S.A.R.L. Beirut, Cornish El Mazraa					Feb 2015-JAN 2017
Administrative assistant/Accounting 
Duties: 
· Providing personal assistance
· Secretarial support to G.M
· Scheduling of appointments
· Dealing with correspondence and typing commercial letters; memorandums, reports both in English & Arabic 
· Handling all administrative tasks, - Preparing bids for NGO’s
· English & Arabic typing (using Microsoft Office.) 
· Central Filing,
· Checking incoming & outgoing mail,
· Taking dictation both in English & Arabic language.
· Accounting Data Entry
· Prepare payments to third parties Letters of Credit, Letters of guarantee transfers and checks

 Itani Group, Beirut Saifi 								July 2013-December 2014 Administrative 
Duties: 
· Providing personal assistance,
· Scheduling of appointments,
· Handling all administrative tasks,
· English & Arabic typing (using Microsoft Office.) 
· Central Filing,
· Checking incoming & outgoing mail,
· Accounting Data Entry
· Invoicing Daily.
· Monthly & yearly Statistics 


BLOM BANK S.A.L., Retail Hamra & Branches					Feb 2012- July 2013
 Training at: Car loan department & BLOM Development Bank (Islamic banking)
Used cars/ New cars (Kia, Hyundai)


ARAB BANK, Beirut, Downtown Head office (INTERNSHIP) 			July 2011-August 2011 Training: Operations

Sales representative in Tamer Group S.A.L, Sin El Fil, Lebanon 			July 2010-Feb 2012
· Communicating directly with customers
· Attending weekly meetings to discuss problems
· Managing staff responsibilities and selling skills
· Organizing inventories
· Handling the store's money box
· Closing the accounts at the end of the day
COFFEE EXPERT- BEIRUTMALL, TAYYOUNEH						June 2008- July 2010
Barista, Shift leader 
 Duties: 
· Latte Art
· Organizing inventories
· Handling the store money box
· Closing the accounts at the end of the day
· Managing and organizing invoices

Courses/Training:
· Microsoft Excel
· Microsoft Word 
· Outlook
· Dolphin program
· KLOC program
· Noria program

Languages (Reading & Writing):
English: Fluent
Other Skills:
Since I have been in the sales business for 3 years, I have acquired a very high communication level with people from different levels, generation & type & my experience as a waitress made me more active & gave me more patience & made me understand more the character of customers & clients.
Hobbies:
Reading: different kind of books but a lot for the famous Paulo Cuello
Walking and Swimming
