Yeran Kulkejian
-E-mail: yerans80@hotmail.com[image: C:\Documents and Settings\YERAN\Desktop\YERR\pass pic2.jpg]
-Phone: 961-3-781335
-Gender: Female
-Birth date: 9/June/1980
-Address: Zalka / Beirut

Experience
* Oxygene – Head Office, Zalka, Lebanon        
[bookmark: _GoBack]    Junior Accountant (December 2010 – present)
           Key Responsibilities:
· Update the data on regular basis by registering new items & prices in the system   
· Control on the new prices and prepare the labels accordingly to be sent to all the branches outside the country
· Handle the filing process and send to the branches according to the order
· Withdraw & merge on monthly basis all the sales vouchers from all the branches in Lebanon & UAE, all in one report
· Monitor the sales process in all the 12 branches & report for any discrepancies   
· Preparing journal entries
· Complete general ledger operations
· Monthly closings and preparation of monthly financial statements
· Reconcile and maintain balance sheet accounts
· Draw up monthly financial reports accounts receivable and accounts payable
· Prepare tax computations and returns (VAT closing)
· Assist in preparing the payroll 
· Monitor and resolve
· Prepare analysis of accounts as requested
· Assist with year-end closings
· Resolve bank issues and check differences
· Account/bank reconciliations
· Review and process expense reports (PROFIT AND LOSE)
· Assist with preparation and coordination of the audit process
· Assist with implementing and maintaining internal financial controls and procedures

* Master Deals S.A.R.L-Zalka, Lebanon     
  Executive secretary and accountant (September 2006 to September 2010)        
         Key Responsibilities:

· Request for quotation from the suppliers and prepare bid analysis
· Check for the supplies in the office
· Reply to telephone calls for any enquires 
· Draft correspondence to be used for preparing official documents
· Setting weekly meetings with the general manager to prepare the schedule with the team & prioritize the weekly tasks
· Preparing journal entries
· Preparing suppliers orders
· Administer accounts receivable and accounts payable
· Checking bank accounts (cash flow statements)
· Computing taxation (closing VAT quarterly with the auditors)
· Filing and organizing the documents
· Preparing monthly profit and loss report

Education
· Masters in Business management (2015-)
Middle East University

· Bachelor’s in Business Administration (2005-2009)
Middle East University

· HAIGAZIAN UNIVERSITY (2004-2005)

· Lebanese Baccalaureate (2001-2004)
Polyglot College 

Languages
·  English (fluent), Arabic (fluent), Armenian (fluent), Turkish(fluent)

HOBBIES

· Traveling, Swimming, Jogging, Reading.
skills 

· Microsoft Excel, Microsoft Word, Microsoft Outlook, Microsoft PowerPoint
· OMEGA POS (end user and back office).
· BIG and DOLPHIN accounting and PIMS1softwares

OBJECTIVE


· “Seeking a position in an office environment, where there is a need for a variety of office management tasks including – computer knowledge, organizational abilities, business intelligence and database program use and to secure a position that will lead to a lasting working relationship in the field of accounting or even a new field which the company is in need. Besides all of these I will be ready to acknowledge your company’s mission and seek to accomplish it by doing my part among your company’s team.”
 
                                    References are available upon request
image1.jpeg




