
mohamad naji itani
	Contact information

	
	Mobile: Lebanon:+9613897050, Qatar:+97433788292, Dubai:+971556657917
Email: Najiitani@hotmail.com 
Address: Beirut, Lebanon


	Education

	


	2018	Lebanese American University	Beirut, Lebanon
Bachelor’s in Business Administration – Banking & Finance 	2014-2018

2014	Rawdah High School	Beirut, Lebanon
Lebanese Baccalaureate – Economics & Sociology.	1999-2014	

	
professional Experience

	








	
AUBMC 	                                                                              Beirut, Lebanon
August 14 2019 – Present

· Prepares records of admission, transfer, and other required data.
· Notifies departments of patient's admission.
· Keeps records of admissions and discharges, and compiles occupancy-census data.
· May interview patient or patient's representative to obtain necessary personal and financial data to determine eligibility for admission.

Kempinski Hotel                                                                             Beirut, Lebanon
Jan 2019- June 2019
· Provides financial information to management by researching and analyzing accounting data; preparing reports.
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Secures financial information by completing database backups.
· Reconciles financial discrepancies by collecting and analyzing account information.
· Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.		







Near East Automated Distributors (NEAD)	                            Beirut, Lebanon                                                                            
Accountants assistant May 2015 – Sep. 2015 

· Update & track weekly price lists, including promotional campaigns and price adjustments.
· Prepare invoices and interact with key clients on order placement and processing.
· Responsible for issuing weekly and monthly reporting of sales.
· Providing support to the Accounting Department.
· Performing basic office tasks, such as filing, data entry, answering phones, processing the mail.
· Processing transactions, issuing checks, and updating ledgers, budgets.
· Assisting with audits, fact checks, and resolving discrepancies.
· Handling communications with clients and vendors via phone, email, and in-person.


ABC DEPARTMENT                  	                                          Beirut, Lebanon                                
Sales Support Executive    August 2017

· Greeting and directing customers.
· Providing accurate information about product features, pricing and after-sales services.
· Answering customers’ questions about specific products and services.
· [bookmark: _GoBack]Approaching customers to grab their attention to our new collection of items.
· Maintaining positive business relationships to ensure future sales.
· Achieve agreed upon sales targets and outcomes within schedule.
· Supply management with reports on customer needs, problems, interests, competitive activities, and potential for new products and services.
· Establish, develop and maintain positive business and customer relationships.


LAU Financial Aid	Beirut, Lebanon
· Part Time – Administrative Support Officer                     September 2015 – Sept. 2018


LAU Summer Camp	                                                               Beirut, Lebanon
· Part Time – Group Leader                                                   July 2015 – August 2016


	Professional Skills

	
	Fluent command of written and spoken English. 
Experienced with all Microsoft Office applications.
Team player with strong organization, communication and public speaking skills.
Negotiator with an achievement orientation mindset, driven by high learning capabilities.


	Interests & HObbies

	
	Music, cinema, fashion, sports and reading.



	References

	
	Available upon request.




