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	A responsible and Flexible Employee, I am looking for an environment that allows me to illustrate professional capabilities while allowing me to grow and learn as part of the team.


Experience
	09-2019 – present
Accountant, Rafic gazzaoui & co. 
· Complies and analyzes financial information to prepare entries to accounts. (JV Entry)
· Prepares summaries of accounting transactions for reconciliation for debtors & creditors.
· Work on all creditors & debtors’ statements reconciliation and preparing them for final checking.
· Vouchers entries, printing reports & following issues.
· Filling on daily basis.
· Creditor’s payment, with accurate reconciliation.
· Prepare reports related to work such as management accounts.
· Monthly operating expenses, auditing & control, i.e. fuel, office stationeries, insurance, maintenance expenses.
· Account opening & payments.
· Bank Position.
· Responsible for petty cash.
· Assist in other administrative duties.
04-2019 – 09-2019
Accountant Payable, wild discovery 
· Reconciles processed work by verifying entries and comparing system reports to balances.
·  Charges expenses to accounts and cost centers by analyzing invoice/expense reports; recording entries.
· Pays vendors by monitoring discount opportunities; verifying federal id numbers; scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop-payments or purchase order amendments.
·  Maintains accounting ledgers by verifying and posting account transactions.
· Verifies vendor accounts by reconciling monthly statements and related transactions.
· Maintains historical records by microfilming and filing documents.
· Disburses petty cash by recording entry; verifying documentation.
· Protects organization's value by keeping information confidential.

 08-2016 – 03-2019
Hr officer, Muc university
· Making sure that staff get paid correctly and on time.
· Pensions and benefits administration.
· Approving job descriptions and advertisements.
· Looking after the health, safety and welfare of all employees.
· Monitoring staff performance and attendance.
· Ensuring candidates have the right to work at the organization.
· Negotiating salaries, contracts, working conditions or redundancy packages with staff and representatives.
· Preparing payroll for more than 700 employees.

	08-2016 – 03-2019
Accountant Assistant, Cis college
· Preparing asset, liability, and capital account entries by compiling and analyzing account information.
· Document financial transactions by entering account information.
· Recommending financial actions by analyzing accounting options.
· Summarizing current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Securing financial information by completing data base backups.
· Preparing payments by verifying documentation, and requesting disbursements.
· Maintaining customer confidence and protects operations by keeping financial information confidential.

04-2017 – Present
Hostess/promoter, select agency
     As a part time job, my duties are related to the event and change as it changes.

09-2015 – 08-2016
Cashier, Vertico
· Handle cash transactions with customers using cash registers.
· Scan goods and collect payments.
· Issue receipts, refunds, change or tickets.
· Redeem stamps and coupons.
· Make sales referrals, cross-sell products and introduce new ones.
· Resolve customer complaints, guide them and provide relevant information.
· Greet customers when entering or leaving establishments.
· Maintain clean and tidy checkout areas.
· Keep reports of transactions.



Education
	june 2020
MBA / HR, aust university

	june 2018
bs / Accounting & finance, Muc university
GPA  3.22

	august 2016
Ts / Accounting, cis college
16.8/20 (Fourth in lebanon)

	august 2009
bac 2 / Economic, srifa high school
12/20


Skills
	Computer Skills (word, Excel,..)
Highly developed, demonstrated teamwork skills.
Demonstrate a high degree of confidentiality and unusual common sense.
Ability to work under pressure
	Demonstrates ability to increase productivity and continuously improve methods, approaches, and departmental contribution. Commitment to continuous learning.
Ability to lead in an environment of constant change



language
English (good)
Arabic (Native)
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