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Beirut-Lebanon
Mobile: +9613559053
E-mail: nivine_khalil@hotmail.com 
Career Objective:
Join a company/bank of a reputable firm, exciting work environment. I aim to endure top service by making sure everyone is provided with the appropriate service requirements in their best interest.
Education: 
· University: Beirut Arab University
      Faculty:      Business Administration
      Degree:       Masters of Business Administration (MBA)
     GPA:           3.25/4
      Year:          2015 - 2017
· University: Beirut Arab University
      Faculty:      Business Administration
      Degree:       Bachelor of Business Administration
      Major:        Accounting
      GPA:          2.82/4
      Year:          2010 – 2013
Work and experience
Senior Accountant | Inspire Business Consult SARL | 29th of June 2016 to Present
Duties:
- Responsible for day to day finance and accounts operations 
- Perform full set of accounts and ensure timely closing of accounts 
- Responsible for timely monthly consolidated financial statements, payments, cash-flow management reporting
- Review & approve payment vouchers & journal entries 
- Accurately track payables and receivables and ensure timely collection/payment 
- Perform cash flow forecasting, budgeting and working closely with other departments in analyzing margins, variances and cost analysis 
- Develop and maintain internal control and effective accounting system and policies 
- Perform analysis and provide recommendations on cost reduction opportunities 
- Handle NSSF, VAT , and salary tax .
- Responsible for end of year closing financial process and collaboration with external auditors 
- Prepare reports requested by management, and perform additional duties as requested by management 
- Follow-up Subcontract Accounts: Managed subcontract interim payment certificates; and gave final approval for settlement of due payments 
- Issue accurate Balance sheet, Profit and Loss statement, Trial Balance report 
- Coach and monitor the accounting team 

Auditor & Accountant | Est. Zouhair Jundi for accounting and auditing (formerly Boutros Saghir & Associates for accounting and auditing): 1st of July 2013 to 29th of February 2016 
· Duties: 
· Processing daily accounting general ledgers entries 
· Check bank reconciliation, customer’s reconciliation, and supplier’s reconciliation. 
· Monitor and review accounting and related system
· Preparation of quarterly income tax R10 and R5. R6 yearly
· Preparation of quarterly TVA declarations
· Preparation of monthly and yearly NSSF report
· Preparation of annual financial reports: balance sheet, income statement, cash flow

Languages
Arabic (mother language)
English (spoken and written)
Summary of Skills:
· Good communications
· Motivated and willing to learn
· Ability to handle work under pressure
· Team work spirit
· MS Office: good command in using Word, Excel, and PowerPoint
Personal information:

Nationality: Lebanese
Date and place of birth: 3rd of September 1990 – Beirut

References

Upon your request

