Hanin Mohammad Sleiman Husein
Bereg Al Baragni, Beirut – Lebanon
Phone: +961-76-982265, e-mail:hanin.sleiman@yahoo.com
EXPERIENCE:
Abbas Meslmani Industries					 	          11/2018 to 5/2019
Position Title: Administration Officer/Accountant (training)
Responsible for:
· Enter all Purchases (supplier invoices) and refunds (credit notes)
· Match purchase orders confirming prices and quantity to vendor’s invoices
· Enter daily and monthly banking transactions and journal entries
· Recording petty cash entry and verifying its documentation
· Control VAT declaration before preparation
· Maintain a filing system for all financial and legal documents
[bookmark: _GoBack]Fouad Al Mawla Accounting and Audit		 			            6/2018 to 9/2018
Internship
Salameh Ceramics					 			            8/2015 to 6/2018
Position Title: Administration Officer/Accountant
Responsible for:
· Following the periodical accounts to know the expenses, revenues, and company’s income
· Managing and entering daily invoices
· Managing employees’ leaves and payrolls
· Customer service support
Home Centre, a brand of Landmark Group					         2014 to 2015
Position Title: Customer Service
Also responsible for Cashier Duties in case of workload or absence of any Cashier
Arcom Al Mousawi									         2012 to 2014
Responsible for: 
· Reception (at the beginning of my job)
· Operator (Centralist)
· Sales (in case of all sales are busy with other customers)
Skills Gained:
· Dealing more with customers
· Selling products 
· Managing appointments to customers for HR, Head Manager.
Pure House												2012
Position Title: Assistant Manager
Responsible for:
· Entering stocks 
· Auditing
· Telemarketing 
· Secretary 
Skills Gained:
· Auditing almost in a perfect way
So Pure										       2011 to 2012
Position Title: Telemarketing
Responsible for:
· Calling the customer to arrange an appointment.
· Supervisor on new employees.
· Try to gain more customers.
Skill Gained:   
· More self-confidence.
· Avoid stress in case of facing a bad customer.   
Alfa Aluminum									    2009 to 2010
Position Title: Accounting
Responsible for:  
· Following the periodical accounts to know the expenses and revenues.
· Calculating the income for the company.
Skills Gained:
· Learned how to work on access.
· Got more experience by working on excel.
· Dealing with calculation in less time.
Orange Look										    2007 to 2008
Position Title: Sales
Responsible for:
· Sales
· Marketing
· Recruitments for new employees
Skill gained:
· Ability to establish relationship with customers.
· Building up new marketing strategies depending on customer relationship.
· Self-confidence.

EDUCATION:
BT3, CIS College						        Dec 2016 to Present



