                                                                                     Phone: 03-830280

                                                                                    Beirut -Lebanon
                                          
                    E-mail: mona-kashmar@hotmail.com
  Mona Hussein Kashmar
Personal  
Information

   
                                  Activities                      : Reading, Biking & Swimming


                                  Marital status                : Single
          Nationality                    : Lebanese
OBJECTIVES:         I am looking for a position where my experience and

                                      Education would be of added value to the respective institution.  

Education                  

· University

• 1994 – 1998



Faculty of commerce – Bachelor in accounting (BA accounting)




Arabic University of Beirut

· Secondary School

• 1998 - 1991
The 3rd High School (in Riyadh, Saudi Arabia)
Professional

Experience
· 2017-From  March till September Solicco s.a.r.l 
(Head of Accounting Department)

· 2016- End of 2016: B1 for Construction s.a.l &Vicenza s.a.r.l sister Co. of B1.

(Senior Accountant)
                Responsibilities: 

· Verifying, allocating, posting and reconciling accounts payable and receivable
· Conduct monthly bank reconciliations
· Producing error-free accounting reports and present their results

· Analyzing financial information and summarizing financial status

· Review and recommend modifications to accounting systems and procedures

· Manage accounting assistants and book keepers

· Participate in financial standards setting and in forecast process

· Provide input into department’s goal setting process

· Prepare financial statements and produce budget according to schedule

· Administer payroll, National Social Security Fund (NSSF) declarations, and income tax declarations.
· 2015- End of 2015 : Depeche Mode 
(Senior Accountant)
Responsibilities:

· Prepare monthly account reconciliations (Banks, clients & Suppliers)
· Analyze revenues, commissions and expenses to ensure they are recorded appropriately on a monthly basis

· Handle legal contracts, payroll, and monthly commission.

·   Fixed assets, depreciation & amortization 

· Follow up legal centers and suppliers agreements

· Quarterly VAT 

· Coordinate with external auditors for all government reports 

· Prepare Monthly Payrolls.

· Monthly Follow up Annual Leave and paid Holiday.

· Prepare Monthly and yearly CNSS.

· Prepare quarterly  and yearly Salary Taxes, R5, R6, R7
· 2012-2014  : TRIACOM S.A.R.L
     (Senior Accountant)
Responsibilities:
· Record entries : JV - PV – RV 
· Draw up monthly financial reports 
· Administer accounts receivable and accounts payable
· In charge of Account/bank reconciliations 
· Prepare tax computations and returns
· Control cash flow  
· Prepared VAT / NSSF and Tax and declarations.
· Reconciliation of A/R & A/P with Statement of accounts.
· Prepare a weekly cash flow that links cash position, aging payable report
·  Other duties as assigned

· Office Technologies S.A.R.L : Sep-2006 – Nov 2011  
     (Senior Accountant)
                         Responsibilities:
· Recording all transactions related to bank accounts 
· Invoicing goods, preparing Performa and Book of quotations 
· Preparing monthly reports concerning purchases and sales
· Monthly depreciation, supplier’s invoices and expenses with all necessary provisions

· Monthly reconciliation for all banks

· Preparation of monthly payroll schedules in terms of values and taxes book necessary transactions; completion of schedules of tax on salaries.
· Control and checking over petty cash transactions in addition to booking necessary transactions

· Reporting to management, internal and external auditors
·  insures accurate and prompt data processing and reporting at all levels
· Follows accounting and company’s procedures and ensures high                                                                                                             level of quality in executing work. 
· Nov.99 – Mar. 06         Malik’s Book Shop 
                          (Head Cashier executive)
                          Responsibilities:

· Control on all branches journals & cash received   
·  Following and controlling all banking transactions related to cash and checks 
·  Supervising the collectors schedules                                                       
· Jan.99 – Mar.99     Advanced ,Medical Imaging  

                           (Accountant Assistant)

                            Responsibilities:
· Preparing checks and book necessary transactions
· Allocation of accounts, and booking transactions 

· Booking transactions related to interest income and expense in all banks
LANGUAGES:

· Arabic – Very Good 
· English– Good
INFORMATION TECHNOLOGY (IT) SKILLS: Microsoft Windows, Word, Excel, Internet, Office Outlook, Dolphin Program-Navision.
NB: Additional information will be forwarded to you upon request. 
