alexandra awad
	beirut, lebanon, fanar

	Phone (961) 70-669300 • E-mail sandraawad92@gmail.com

	
Objective

	
	To attain a position in a dynamic environment that would enable me to benefit the organization and enhance may working experience

	
PERSONAL

	
	Date of Birth:  April12th, 1992
Hobbies:     sports, reading, travelling, researching.


	Education

	
	[bookmark: _GoBack]2018 - present     Al Kafaat University – Ain Saadeh
· Accounting 
2012 - 2016	Sagesse University - Furn El Chebbak	
· Faculte de Gestion et de Finance
2009- 2010         Institut des Soeurs des Saints-CoeursBauchrieh
· BT3: Comptabilite et informatique

	

	relevant work Experience

	
	 2016 – present - A+ Management SAL
· Senior Accountant 

Reconciling suppliers& clients’ accounts
Recording and reconciling of all bank accounts and credit card         transactions for multiple entities
Handling office petty cash 
Controlling of authorization and payment of purchase invoices
Assisting in the filing of Tax returns & VAT returns
Monitoring Sales & Purchase Invoice
Preparing collection Report – Cash Flow – Bank situation 
Preparing checks & bank transfers 
Data Entry (JV, RV, check deposit,…)
Filing, archiving & photocopying of invoices and statements

2011–2015Light box Intl S.A.L.
· Accountant 

Reconciling banks, suppliers& clients’ accounts
Handling office petty cash 
Monitoring Sales 
Processing  customs, freight & clearing invoices 
Coordinating and proceeding client orders 
Preparing collection Report & daily collection follow up 
Responding to all clients request & daily calls
Preparing checks & bank transfers 
Data Entry (JV, RV, check deposit,)
Assisting in Taxes Preparation 
Filing, archiving & photocopying of invoices, statements and correspondence. 

2010 – 2011 Sani Air Of America
· Accounting – data entry level
· Customer service 
2008 – 2009Light box Intl S.A.L. 
· Training 3 months

	SKILLS

	
	Computer Skills
Microsoft office (Word, Excel, Power Point, and Access)
PIMS – OMEGA 

Languages    
· Good oral and writing skills in Arabic,French, and good writing skills in English.
Personal skills
· Certificate of Distinction 
· Ability to work Under Pressure
· Flexibility to work for extended working hours.

	References

	
	References available upon request.



