[image: ]Name: Nour Ahmad Zaatari
Place & date of birth: Saida, Oct 1,1992 Nationality: Lebanese
Status: Single
Address: Abra, Talaat el mohafiz, Zaatari building, Saida,Lebanon Mobile: 71/727497
Home: 07/732330
Email:Nourzaatari6@gmail.com


Objective
I am looking forward for a position that utilizes my qualifications and knowledge in which I would have the opportunity to pursue my career. I am heading into applying my social skills to collaborate with colleagues and costumers to the best of my ability. In addition, I am looking forward into making a positive impact that would serve for better success, develop and enhance my profession.



Education	:
2018- Present	CMA –Certified Managerial Accountant
(Morgan International)
2012-2015:	BA in Accounting - Beirut Arab University


2011-2012	BT in Accounting & Computer - National Evangelical Institute

For girls and boys

Experience	:
Aug 18-2019- Nov-11-2019
Unigaz: Downtown

Position: Accountant
· Handling receipts, payments, and journals vouchers entries (PVs, RVs, JVs).
·  Completing cash, banks and other financial accounts entries and reconciliations
·  Updating and reconciling the statement of accounts of all third parties
· Issuing payments, checks, transfers and payment orders
·  Handling all receivables for clients and payables for producers
·  Confirming balances for clients and producers
· Monitoring the daily in/out cash and checks
· Preparing and updating daily bank situation
· Managing travel expenses checks and reimbursement of the travel expenses
· Supporting Quarter-end and year-end close processes
· Completing the yearly preparation of Banks, Related Parties, Share Holders, Auditors and Lawyers confirmation of Balances
· Assisting with taxes & NSSF calculations and declarations. 
· Assisting with payroll administration
· Supporting the Chief Audit Executive and the Group Chief Accountant
·  Completing reconciliations for the organizations sister company

Dec 18-2017 --- Aug 15-2019
Arabia Insurance Company: Head Office –Ain el Mrayse Position: Life Accountant
· Perform month end closing of accounts procedure, including record of prepaid expenses, and accruals and other closing entries.
· Prepare bank reconciliations monthly (Lebanon and GCC branches).
· Prepare reconciliation of inter-branch accounts
· Prepare payment vouchers of all kinds (Surrenders to policyholders, invoices, and commission payment to brokers and agents in the branches).
· Handle monthly expenses for all branches and perform required entries.
· Maintain accounting controls by following policies and procedures; complying with local and international financial legal requirements.
· Maintain records of company purchases, practice control offixed assets acquisitions, and prepare required depreciation schedules monthly.

· Perform entries required for collection on policies (Cash collections, bank transfers, credit card payments).
· Deal with internal and external auditors.
· Compile data and prepare a variety of reports as required upon request from superiors.
· Performing required procedures regarding group insurance including receivables and endorsements.
· Provide superior assistant regarding reinsurance accounts (Reconciliation of re-insurer accounts and preparing statements to be sent to the re- insurers).

July 6-2017--- Dec 15-2017
Sidon International Festivals: Saida
Position: Accountant and Administrative Assistant
· Prepare Word, Excel and PowerPoint documents
· Ticketing box office
· Make monthly reconciliations for all accounts
· Make monthly reconciliations for all banks account
· repare Quarter-end and year-end close processes
· Organize & file all accounting documents & related attachments
· Prepare monthly trail balance
· Prepare checks, banks letters, banks report and store receipts
· Prepare daily report, journal entries through Visual Dolphin
· Follow up customers payments
· Audit the journal, petty cash and cash box
· Audit banks’ charges and prepare banks’ charges report
March 7-2017 – June 15-2017 Kain Group: Saynik-Ghazzieh street Position: Accountant
· Prepare daily income/sales and prepare daily journal entry
· Processed invoices, purchase orders, sales tax, and credit memos through Minerva software
· Prepare quotation for customers
· Maintain returned check account
· Prepare monthly balance sheet schedules
· Prepare yearly budget sheet schedule

· negotiating with suppliers, manufacturers, retailers and consumers
· Keep track of quality, quantity, stock levels, delivery times, transport costs and efficiency
· Prepare Word, Excel and PowerPoint documents

· Monitored, recorded, and banked cash and checks as well as reconciled records of bank transactions.
June 1 -2016 ---July 11-2016-Internship BLOM BANK: Hamra Branch
Follow up dep.; Credit Card
· Make daily calls (150 minimum) for customers to pay their monthly payments

January 26 2016 –April 26 2016 –Internship

Dar el Hayat: Down-Town Position: H.R Assistant
· Prepare Word, Excel and PowerPoint documents
· Manage Employee of the Month program.
· Maintained and updated employee files and training records
· Provide administrative support to the senior human resources managers
· Other duties as assigned.
· Screening resumes and pulling the most relevant resumes from the applicants
· Prepare a variety of HR and management reports and documents
· Maintain files and electronic records confidentially
· Assist and completing the recruitment process
· Maintain calendars and meeting schedules
· Handling employee leaves of absence matters and documentation (i.e. Sick, annual or emergency leave, etc.

Jun 1 2014 – Jun 30 2014-Training BLC bank: Saida Branch
Position: customer services:loans department/ Debit, Credit and Master cards
· Receive and respond to customer service account inquiries on account balances, transaction
· Details, statements and fees and charges.
· Open new accounts/Closing accounts.
· Inquiries for home, car and personal loans
· Identify customer needs
· Refer customers to appropriate banking services and representatives.

Jun 2013-Sep 2013 –Part Time
Wehbi& Sons for Agricultural Tools: 384 hours completed
Position: Accountant

· Analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.
· Establish tables of accounts, and assign entries to proper accounts.
· Provide internal and external auditing services for businesses and individuals.

Jun 2012 – Sep 2012 – Part Time
Khalifeh for Oil &Lubricants: 384 hours completed
Position: Accountant
· Analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.
· Establish tables of accounts, and assign entries to proper accounts.
· Provide internal and external auditing services for businesses and individuals.

Computer Skills:
· Ms Office
· Oracle
· Minerva
· Visual Dolphin
Key skills:
· Team work
· Good presentation skills
· Ability to handle pressure
· Hard-worker
· Ability to negotiate with candidates
· Able to work well with a range of people both within and outside of the organization.
· “Can do” attitude
· Strong negotiation and communication skills
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