Imad Yakteen
Mobile Number: 0096170816799
Email: Imad.yakteen@gmail.com 
Address: Beirut, Lebanon


Education:
September 2007-January 2011      American University of Beirut                                          	Beirut, Lebanon                       
BA in Business Administration, Finance Concentration


September 1995-June 2007           Saint Mary’s Orthodox College				Beirut, Lebanon
               Lebanese Baccalaureate in Sociology and Economics

Experience:
January 2013-June 2019                American University of Beirut                              		Beirut, Lebanon
                              Position: Account Receivables Accountant in the Comptroller Office
· Processed syndicate and employees’ personal loans requests and prepared payments schedule;
· Posted charges on general ledger and into A/R accounts;  
· Created journal entries, invoices, statements and payment vouchers;
· Calculated staff personal charges in the monthly payroll deduction process;
· Analyzed and reconciled  A/R accounts on a monthly basis;
· Arranged  staff education payments and reimbursements;
· Identified bad debts, doubtful accounts, and late payments and followed up with the customers;
· Answered any question concerning charges and deductions from employees personal accounts.


September-December 2012      SmartSource Consulting SAL				Beirut, Lebanon
          Position: Call center operator
· Introduced new company policies to customers
· Marketed new and existing offers to current and potential customers
· Updated company’s database about current customers


August 2011 –August 2012       Frontline Innovations                   				Beirut, Lebanon
          Position: Key account executive
· Identified business opportunities and introduced our products to potential  clients
· Presented monthly business reviews to my key accounts and kept them up-to-date with  our new products
· Formed monthly sales reports and presented them to  my sales manager
· [bookmark: _GoBack]Coordinated daily with the internal sales team, supply chain team, marketing team, and other managers to insure maximum efficiency and revenue
· Negotiated and closed deals





September 2009 – July 2011   Couch Potato DVDs and Gaming Arena                  		Beirut, Lebanon
        Position: Night shift Manager
· Ordered Supplies and products
· Handled customers’ requests
· Managed employees

June-August 2009   	         Bank MED           						Beirut, Lebanon
         Position: Internship at Bank Med
· Gained knowledge of all basic bank transactions and regulations
· Worked as a teller and customer service representative

SKILLS:
· Computer skills:  Microsoft office tools, Oracle e-business suite, FoxPro, and Banner invoicing system
· Languages: Arabic (native), English (fluent), French (working)
· Soft skills: Enthusiastic, hardworking and a very analytic person with a high sense of responsibility and integrity. 

References:
Mr. Majid Khoury
CEO 
SmartSource Consulting SAL
+961 70252629 
Majid.khoury@smartsource.me

Mrs. Maha Hamad
Finance Manager in the Comptroller Office
American University of Beirut
+961 1-350000 (Ext. 2468)
Mh38@aub.edu.lb

Mrs. May Coudsy Kattouf
Deputy Comptroller
American University of Beirut
+961 1-350000 (Ext. 2456)
Mc00@aub.edu.lb


Mr. Nidal Nammour
Cashier and Vat section manager 
American University of Beirut 
+961 1- 350000 (Ext. 2451) 
nn09@aub.edu.lb

