
	Name: Fatima Moudallal
E-mail: fmodallal@hotmail.com
Tel: 70-007994
Residence: Beirut, Lebanon
	   	
     




	 Education
		      AUL University                                                  Beirut, Lebanon
	                                  Business Management             

	Work experience
	
Oct.2018-Ap.2019                           EMTECH ENGINEERING                         Beirut, Lebanon           

Accountant 


1- Reconciling supplier Ledgers
2- Monitoring Supplier invoices and certificate with Purchase Orders
3- Processing reports for management analysis
4- Providing accurate and effective document preparation and records management relative to the AP function in accordance with records retention policies and procedures
5- Supporting Group entities in audit requirements
6- Assisting in VAT, Sales tax preparation 
7- Maintaining accounting ledgers by verifying and posting account transactions
8- Processing Pay Checks
9- Bank reconciliation.

10- filing




Mar.2017-July.2018                                 Farmaset sarl                                         Beirut, Lebanon           

Accountant & Admin.

1- Account executive.

2- Payroll (3 company’s branches)

3- Bank and vendor reconciliation.

4- Following up with clients (statements of account, return of goods, discounts..)

5- Data entry of all company’s transactions on the accounting System [Paradox].

6-  Preparing reports (account receivables, sales, and collection reports)

7- Aging reports.

8- Income statements.

9- Proposing new ideas to increase the company’s profit.

10- Orientating the sales executive to improve the company’s standards.

11- Filing.

12- Stock movements in all company’s branches

13- Clients’ reports and files.

Jan.2015-Feb.2017    AKACIA FOR DOORS & KITCHENS                             Beirut, Lebanon           
Accountant

14- Accounting execution and management [invoices, balance sheet, ledger account, etc.].

15- Data entry of all company transactions on the computer System [ORANGE].

16-  Preparing reports necessary for the company departments.

17- Proposing new ideas to increase the company profit.

18- Bank and vendor reconciliation.

19- Filing of all invoices.

20- Stock movement.


Jun. 2012-Jun. 2014  Premium Engineering & Construction                      Beirut, Lebanon           

HR Assistant & Administrative Assistant


1- Devising and maintaining office systems, including data management and filing; 

2- Payroll

3- Exhibition Coordinator in Project Lebanon 2013, coordinate with International Fairs & Promotions -IFP Group (Exhibition Team Leaders); track enrollment, payment terms, visitor’s e-invitations.

4- Arranging staff training sessions, workshops and activities 

5- Providing  advice and assistance in developing human resource plans

6- Staff orientation on personnel policy.

7- Monitoring daily attendance.

8- Provide advice and assistance to supervisors on staff recruitment

9- Preparing Memos

10- Scheduling interviews

11- Explain and provisions of the personnel policy.




Nov. 2008-Mar.2012      LACECO Engineering Company              Beirut, Lebanon           

Responsibilities

1- Responsible of all Shop drawings registration/Arranging documents.

2- Following to the world International Standardization of documents control.

3- BOQ's Reports (Assisting).

4- Coordination with departments for Engineer's review and comments.

5- Follow up with Engineers (RFC-SMS-DAS-IDAS)

6- Follow up with the Employer.

7- Working as an assistant to the Design Project Manager.

8- Team work activities

9- Submissions’ launching.
       




Fall 2008  	       Registrar Office                                         Beirut, Lebanon                            
                                                    AUL University College

Responsibilities

1- Follow up with students through the Orientation Unit, & preparing CVs.  

2- Participated at the Forward 2006 exhibition at Biel. 

3- Participated at the Emirates Airlines open day at Business and Computer University College.

4- Performing accounting duties.

Apr.2007 –Jan. 2008          Accounting and Executive Secretary         Beirut, Lebanon                                                       
	Electro Mechanical Technology Company –“EMTECH”              

Responsibilities:

1- Accounting execution and management [invoices, balance sheet, and ledger account.]

2- Data entry of transactions on [NORIA] Accounting System.

3-  Preparing all accounting reports necessary for the company departments.

4- Proposing new ideas to increase the company’s profit.

5- Bank and vendor reconciliation.

6- Filing.

7- Guiding the team to accelerate work.


	Computer Experience

	
APPLICATION, DATABASE and Computer Literate
MS Word, Excel, Power Point, Outlook Express, Microsoft 2010, Visio, ACAD,
Noria, Navision,  Omega, Paradox  and Orange Accounting Systems.

	Languages
	English: Good (Read, Write, and Speak).
French:  Good (Read, Write, and Speak).
Arabic: Mother tongue

	References & Certifications     
	References and Certifications are available upon your request.

	Hobbies 
	Traveling and Sports.

	References
	Upon your request.



