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Dedicated and driven senior accountant with proven record of contributing to business success and financial solvency by proactively monitoring and maintaining records of assets and liabilities, presenting essential financial information to management, and ensuring that all transactions are accurately recorded and filed. Constantly identifies opportunities to improve processes while closely monitoring changing regulations to ensure company-wide compliance.
				

Skills earned												
Leadership 	GGAP knowledge	organization 	Multi-Tasking     Revenue Analysis 
Time Management	Critical Thinking 	Budgeting 	Customer Care 	Teamwork  	
Verbal and Written Communication 		Negotiation 	Cash Management	

PROFESSIONAL EXPERIENCE										
Senior Accountant 
International Tires and Batteries
04/2018 – Present
Duties:
•Accounting:
Daily transactions such as journal vouchers receipts, payments, petty cash reconciliation.
Preparation of monthly and quarterly reports for CNSS, VAT, and income tax declaration
Bank accounts reconciliations, preparing letter of credits and wire transfers.
Reconciliation of customers and suppliers accounts.
Preparing balance sheets, P&L, and income.
Preparing payroll and pay slips for employees.
Assisting internal and external auditors.
•Stock:
Invoicing, Warehouse Transfers, Statement of Account.
Following up on New Orders and Communicating with Suppliers.
Answering Phone Calls, Assisting Clients, and Taking New Orders.
Handling Incoming Shipments and Coordinating with Customs Clearing Agent, Shipping Lines.
Dealing with Insurance Companies.
Filing of all sales related documents.
Coordination with warehouse team.
•Miscellaneous:
Purchase of Office Supplies and follow up with Employees.
Handle Company Vehicles Papers for On-Time Renewal.

Senior Accountant
Pharmacy Berty & S&C LIBAN
12/2014 - 04/2018
Duties: 
• Responsible for quarterly and monthly reports.
• Perform bank reconciliations and JV’s 
• Supervise all accounting entries; debits and credits 
• Responsible for VAT/NSSF & TAX declarations
 • Assist in the monthly generation of payroll 
• Coordinate and liaise with banks for efficient payments cycle 
• Communicate and follow-up with suppliers
 • End of year closing

Accountant
B&B Industry S.A.R.L & Pellini S.A.L.
02/2013 - 07/2014
Duties: 
•Administer employee files and records to ensure accurate payment of benefits & allowances: CNSS Declaration, wages, entitlements
•Maintain the accounts payable & accounts receivable systems to ensure complete and accurate records of all moneys Reconciliation of Suppliers & Clients’ accounts
•Administer and monitor the financial system to ensure that finances are maintained properly:
 -Prepare & reconcile bank statement
- Ensure security for all credit cards & verify charges
- Issue cheques for all accounts due
- Maintain the purchase order system
- Ensure data is entered into the system (Pims2), Omega, POS, Apothicaire, Silicon.
•Responsible for all aspects of the cash management functions, including the development and management of systems for effective collection of revenues and payment of obligations. 
•Responsible for providing direction to ensure designated cash processing, reconciliation and reporting functions are completed in a timely manner while in compliance with policy & regulations
•Fixed Asset in charge: Recording the cost of newly acquired fixed assets (tangible & intangible), tracking existing fixed assets, recording depreciation & accounting for the disposition of fixed assets
•Maintain database by entering new and updated customer & account information: verifies entered customer and account data by reviewing, correcting, deleting or reentering data, purging files to eliminate duplication of data
•Securing information by completing data base backup
•Maintains operation by following policies & procedures 
•Maintains customer confidence & protects operations by keeping information confidential
•Nonresident tax calculation.

Assistant Purchasing Manager & Account payables
Hotel Le Bristol 
03/2011 - 01/2013
Duties:
•Account payables:
· Reconciliation of suppliers’ accounts, Preparation of payments
· Data entry of all purchases & expenses, Filing of all documents
•Administrative Assistant for the Financial Controller: 
· Secretarial assistance (minutes of meetings, filing, agenda’s booking)
•Assistant Purchasing Manager, Request for all purchase orders, Coordination with the suppliers for goods delivery.                  

Accounts Payable
Ramada Beirut Downtown Hotel 
11/2009 - 02/2011
Duties:
•Reconciliation of suppliers’ accounts
•Preparation of payments
•Data entry of all purchases & expenses
•Assisting the Financial Controller with all administrative tasks
•Sales (training)

Executive Secretary
Taamer Hospitality S.A.L
2006 - 2008 
Duties:
•Answering all incoming calls
•Taking appointments for the management 

Billing procedures Agent
Michael Est Co. “Import & Export” 
2006 - 2007 
Duties:
Posting all presented invoices.

Certifications of Education & Trainings
2015-2016: BBA Accounting - AUL University
2012-2013: English courses - Amideast
2006 – 2008: TS2 Accounting - Institute of Tourism Dekwaneh
2003-2006: BT3 Accounting - Institute of Tourism Dekwaneh	     
2005: Attended a course in Computer Training Program at World vision
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