	Lebanon, Bsalim   +961.78.881484    rita.safi85@hotmail.com

	Rita Safi

	
Personal Information

	Marital Status:  Engaged
Nationality   :  Lebanese
Date  Of birth     :  27/9/1985
Objective

	Challenging and rewarding upper-level position in ACCOUNTING or AUDITING requiring a qualified and experienced professional with excellent customer relations skills, a proficiency in PC applications, and a commitment to accuracy.

Experience

	[bookmark: _GoBack]Dec.2018- till Aug.2019          Mike Sport & Co. Sarl                   zalka – autostrad

Senior Accounting 
■   Tasks managed :
· VAT operating
· NSSF operating 
· Taxes
· P & L reports
· Cash flow reports
· Data & reconciliations auditing (banks ,clts , supp, etc…)
· Financial reports 
· Stock management and inventory 
· International companies auditing and managing data especially controlling sales and expenses.
      

Jan.2014-Nov.2017           Drug Line Distributors s.a.l.              Fanar – Chalet Swiss Street  

Accounting manager
■   Tasks managed :
· VAT operating
· NSSF operating 
· Taxes
· P & L reports
· Cash flow reports
· Data & reconciliations auditing (banks ,clts , supp, etc…)
· Financial reports 
· Stock management and inventory 
      
     ▪   Admin support 
· Customer service 
· Sales support 
· CEO assistant 






Feb.2012-Dec.2013           Modern Zone “Rimadesio”                                             Sin El Fil

Senior accounting 
■   Tasks managed :
· Journal voucher entry
· VAT operating
· NSSF operating 
· Taxes
· P & L reports
· Cash flow reports
· Banks, clients & suppliers reconciliation
· Financial reports 

      
     ▪   Admin support 
· Customer service 
· Phone calls support 
· CEO assistant 

Sep.2010-Jan.2012           United Trading & Contracting SARL                                Antelias

Accounting officer 
■   Tasks managed :
· Journal voucher entry
· VAT operating
· NSSF operating 
· Taxes
· Banks, clients & suppliers reconciliation
      
     ▪   Admin support 
· Customer service 
· Sales support 
· Phone calls support 
· Organizing & filing











	

	

	
Feb.2007-July2010
	
3AS , Designers Consultants & Construction Managers
	 
Zalka

	Junior Accounting
■   Tasks managed :
· Journal voucher entry
· Banks, clients & suppliers reconciliation
· Preparing clients and suppliers dues
      
     ▪   Admin support 
· Customer service 
· Phone calls support 
· CEO assistant 



	

	
Feb.2003-Dec.2006
	
TopCrete                     
	 
Ain El Remmaneh

	Account Manager

Responsible for all sales activities.
Responsible for customer and Site Coordination

Junior Accounting
Tasks managed :
· Journal voucher entry
· Banks, clients & suppliers reconciliation
· Preparing clients and suppliers dues
      
     

	







Education

	2006-2011
	Technical Language Center (TLC)
	Jdeideh

	Accounting and Auditing Degree
■   TS3 Audit
■   LT2 Audit 


	
Languages

	
1. Arabic , French , English
Computer Skills

	
1. Microsoft Office ( Word  , Excel ,PowerPoint and Access)
1. Accounting  Programs ( Dash, Wizard , Pims , Silicon ,Bee , Vision ink.)
Interests and Activities

	
1. Swimming , Basketball
1. Movies , Music , Reading and Public Relations




