Rana Fares
Address: Beirut- Lebanon
Phone Number: +961-70-456145
E-mail Address: ranafares30@gmail.com
EDUCATION_________________________________________________________________________________________________________________________
American University of Beirut, Lebanon                                                                                                                                                                     Sept 2013-May 2016
Bachelor in Business Administration, with Emphasis on Finance
Relevant Courses: Valuation Methods, Investment Management, And Financial Markets & Institutions

Ecole Saint Joseph de l’Apparition, Lebanon                                                                                                                                                              Sept 1998-May 2013
Lebanese Baccalaureate: Official in 2013
EXPERIENCE________________________________________________________________________________________________________________________
Somfy Middle East & Africa, Lebanon                                          





                

    Dec 2017-Present

Accountant

· Implemented fixed assets management procedure from scratch
· Generated accounts receivable aging information for each BU every month and analyzed it 
· Issued a top 10 Customers report every month based on their corresponding turnovers
· Processed and analyzed Central Africa’s monthly P&L
· Handled monthly reports such as the Cash, Marketing and Traveling reports
· Managed the company’s Petty Cash

· Handled suppliers’ invoices and payments, banks transactions and reconciliations, and employees’ credit cards expenses
Mideast Power Systems (an ITG company), Lebanon                                                                                                                    

 Aug 2016-Dec 2017
Junior Accountant
· Monitored sales and inventory by maintaining a strong connection between the sales department, operations and warehouse
· Processed invoices, purchase orders, sales tax, and credit memos 

· Reconciled the physical stock with the book stock quantities to control the inventory’s ongoing procedures
· Resolved inventory discrepancies and problem orders 
· Acted as backup for other accounting tasks including daily sales reconciliation and assisted in answering calls where necessary
· Utilized communication skills by contacting various banks and investment firms avoiding adjustments at month-end balancing

· Maintained a significant part of the filing system for the accounting department

Byblos Bank Headquarters, Lebanon




                                                                               
   Jun 2016-Jul 2016
Intern
· Conducted a comparative study of the performance of local banks and of the credit cards they offer
· Suggested innovative cards’ concepts for students to facilitate their daily lives 
Toter Application, UAE     

Freelance        








             
 Oct 2015-Nov 2015
Grocery start-up to solve problems, related to building the largest and most reliable source of grocery product information in the Middle East

· Collected information from various websites and organized them in Excel 
Metlife Alico Insurance, Lebanon



Intern






          



                            
July 2015-Aug 2015
· Handled a large amount of data entry allowing the employees to rely on the specific work submitted

· Compared the actual costs to the projected ones and suggested some techniques to enhance the performance and reduce the gap

· Worked on the persistency ratio that divides the total amount of clients fulfilling their payments by the total amount of active one

Merit Corporation SAL & Merit Shipping SAL (CMA CGM), Lebanon



                              

 Jun 2015-Jun 2015 

Intern
· Completed various student rotations in the company including Finance, Accounting and Import Export departments

· Performed every task assigned in the Accounting & Finance department including: account reconciliation, credit & debit notes, completing a trial balance and tracked every day’s changes in the company’s shares 
AWARDS & ACHIEVEMENTS__________________________________________________________________________________________________________
Passed CMA Part 1 exam, currently preparing for Part 2
Employee of the year 2018 – Somfy Middle East & Africa
3rd prize in the “Best new idea for Maker’s account” Competition – Byblos Bank

EXTRACURRICULAR ACTIVITES_____________________________________________________________________________________________________
AUB 2015 election candidate – Secular Club

Chebab Loubnan club (Lebanese Army)
Entertainment team of Outdoors
Member in the Cultural committee at Children Municipal Council
Project Management course

INTERESTS__________________________________________________________________________________________________________________________
Latino and Salsa Clubs
Kickboxing

Drawing (many PLOMA drawing prizes)
Intermediate Piano performer for 4 years
SUMMARY SKILLS___________________________________________________________________________________________________________________
COMPUTER SKILLS: MS Word, Excel, PowerPoint, Access

LANGUAGES: Fluent in English, Arabic and French 

SOFT SKILLS: Leadership, Communication, Team-Building, Organizational, Management, and Public Speaking 
