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                  3 Octobre 1987

                  Single
                  Al Naameh, Shouf          
                  Mobile: 00961 3 835259
                  E-mail: mireillemattar@live.com _________________________________________________________________ 
CARRIER OBJECTIVE:
Looking for a good opportunity with business challenges where i can improve my experience and contribute effectively in achieving the organisation’s corporate objectives.
EDUCATION: 
· Bachelor Science in Auditing – Lebanese Canadian university, Aintoura                                              Year 2011                                                                                                      
      
· Expertise and Auditing services - Centre International des sciences  Techniques, Dora                            Year 2009
· BAC II (Sciences économiques)- Lycée Officiel de Sin El Fil
                                                            Year 2006
PROFILE:

· Strong analytical skills easily assess conditions and implements appropriate actions
· Ability to multitask effectively
· Demonstrated aptitude for developing skills
· Fluently speak, write and read Arabic French and English
· Excellent knowledge in Microsoft Word, Excel, Access, internet, dolphen stock, dolphen account, IP
· Data Entry and Verification
• Perform tasks related to data entry (assets, partners, payments, banks, cash, expenses, sales, sales agreements, purchase invoices, etc...)
• Complete checking on checks updates and accuracy
• Filing and documentation

· Handling Receivables and Payables
• Check and control petty cash 
• Check, and generate invoices 
• Handling petty cash and petty cash transactions 
• Collect cash/check from cashier, complete collection/receivables transaction and check for accuracy 
• Prepare payments against creditors, contracts, debtors contribution
· Reconciliation 
• Complete creditors’ reconciliation and follow up on different statements 
• Prepare Suppliers Reconciliation and Payables per supplier report 
• Prepare debitors reconciliation 
• Prepare Monthly, quarterly and yearly reports
EXPERIENCE:
· Accounting :Natcon Engineering & Contracting (Hazmieh)
                             February 2012 – September 2020       

· Accounting Assistant(Dolphen Stock): César Chalhoub & fils (Mansourieh)                 February 2010 - January 2012
· Training in Accounting: First National Bank 

                           August 2008 - October 2008
REFERENCES:
Available Upon Request.

