

Ali Bailoun


amb62@mail.aub.edu
+96176664403
Beirut 




WORK EXPERIENCE
Libanex (Delivery services based in Beirut, Lebanon)
Accounting Clerk
Beirut, Lebanon | Oct 2018 - current


SKILLS
· Microsoft Excel / Word / PowerPoint / Access
· Budgeting Skills
· Bookkeeping
· Attention to detail
· General ledger
· Auditing


· Reconciled vendor statements and promptly investigated and corrected any discrepancies
· Owned monthly analysis of general ledger reconciliation and performed adjustments as needed
· Entered key journal entries into the general ledger with minimal oversight.
· Assembled financial data for audits saving 30 hours of manual data

Data Entry & Analysis
Beirut, Lebanon | Aug 2016 - Oct 2018
· Accurate data entry of customer information including demographics, membership information, and contracts.
· Review work order and accurately input data into company database; ﬂagging accounts requiring additional services and route to appropriate
teams to prevent service delays.
· Accurate data entry of work orders including purchasing, shipping, and receiving, as well as other administrative tasks.
· Processing over 1,000 customer orders per month including payment logs and refunds.
· Accurately updated records for customers and employees on a daily basis


EDUCATION
Bachelor of Business Administration
American University of Beirut
2016 - current Beirut, Lebanon


Hobbies / Interests
· Piano
· Gaming
· Foreign languages
· History
