
Elma Abou Raffoul                                                                                                    							     ______________________________________________________________________________________________________

Personal Information                                                                                     
     
•Status:                      Married                     
•Age:                          35
•Nationality:             Lebanese                           
•Residence 1 :           Anan, Jezzine, Lebanon.
•Residence 2 :           Dekwaneh, El Metn, Lebanon
•Mobile:                     00961 76 575857
•Email:                        elma.raffoul@hotmail.com
•LinkedIn:                      https://www.linkedin.com/in/elma-abou-raffoul-3549a74b/


Career Objective                                                                                           

I aspire to work with a collaborative team of professional & talented individuals in order to further develop my skills and to have the opportunity to utilize my knowledge for the welfare of the organization I belong to. As part of this team I will continue to seek out knowledge in my field that compliments my education and what I look for.

Education                                                                                                      

Bachelor's degree in Mathematics
at Lebanese University
Faculty of Sciences
Fanar, Lebanon 
2005-2009 

High School, General Science
at Lycee Keserwan
Jounieh, Lebanon 
June 2005 



Work Experience                                                                                                  

Accountant
at Crystal Mobile Communication S.A.L
Distribution and Retail Company.
Hazmieh, Lebanon 
December2018—April2019

Major Tasks and Responsibilities

1.  Daily Reconciliation of  invoices and receipts between middle ware and main system.
2. Daily check and correction of sales invoices.
3. Daily balance limits report.
4. Daily sales report.
5. Daily reconciliation of collected checks and PDC’s date.
6. Prepare reconciliation of accounts. 
7. Monitor customer account details for non-payments, delayed payments and other         irregularities.
8. Follow up, collection and allocation of payments.
9. Maintain accounts receivable customer files.
10. Collect money cash and checks. 
11. Prepare journal vouchers and receipt vouchers.
12. Investigate and resolve customer queries.
13. Investigate and resolve salesmen queries. 

Credit & Cost Controller
at Mediafone Ltd.
Telecom Services
Jounieh, Lebanon 
May2012—Aug2014

Job Summary
Responsible for chasing outstanding invoices to the company and plays a vital role in the cash-flow of the organization ensuring credit given to customers is monitored and controlled effectively... And handling the collection of finances and the resolution of account queries... In addition preparing a budget and ensure all financial expenditures fall within that budget… Finally responsible of some accounting duties.

Major Tasks and Responsibilities

Credit Controller:
1. Performing credit checks on clients/customers
2. Control the credit limit of each customer. 
2. Ensure efficient, timely and accurate payment of accounts. 
3. Follow up, collection and allocation of payments. 
4. Carry out billing, collection and reporting activities according to specific deadlines. 
5. Prepare reconciliation of accounts. 
6. Monitor customer account details for non payments, delayed payments and other irregularities 
7. Maintain accounts receivable customer files. 
8. Follow established procedures for processing receipts, cash etc… 
9. Investigate and resolve customer queries. 
10. Setting up the terms and conditions of a credit limit.
11. Set up a recovery system and initiate collection efforts. 
12. Communicate with customers via phone or email.
13. Resolve & collect past due accounts.
14. Prepare daily customers balances report to identify balances evolution.
15. Daily report of receivable payments.
16. Collect money via bank, western union, cash and checks. 

Cost Controller:
  1. Maintain up-to-date billing system.
  2. Prepare aging reports.
  3. Maintain all payments of the company via online banking or online money transfer.
  4. Pay some invoices online (Ogero bill, mtc & alfa bills, internet bills...).
  5. Reconciliation of payable account.
  6. Conduct financial analysis.
  7. Daily and monthly reports of manual payments, refunds and charges done to our customers on the system.
  8. Analyze monthly department budgeting and accounting reports for the purpose of maintaining expenditure controls.
  9. Prepare the profitability (cost versus revenue).
 10. Prepare daily and monthly reports of profit & loss.
 11. Folow up with banks.
 12. Weekly counting of big safe.
 13. Daily and monthly report of expenses & funds.
 14. Daily and monthly report of carrier’s traffic.

N.B:  All reports are done on excel sheets.
  
Product Files Management
at Gray Mackenzie Retail. Spinneys
Retail Services
Dbayeh, Lebanon
Jul2011 — Apr2012
It is considered one of the main retail service companies in Lebanon, my job summary and main responsibilities were as follows:

Job Summary
Responsible of gather disparate data files from various sources (category managers, suppliers..) on the Navision system. Analyze and normalize data to ensure quality and process for upload into the master data management and other related software. Provide guidance and analysis on processed data that empower Purchasing, Sales, Sourcing, and Pricing teams.

Major Tasks and Responsibilities
Being a part of a team that holds responsibility for: 
- Product file controlling; Price and Cost matrix controlling; employee and organizational hierarchy; vendor file controlling; and barcodes product file controlling.
- Management of products stock, costing, selling price, suppliers discounts, new products.
- Management of products promotions and company’s coupons.
-Analyze cost transactions and inform category managers about pricing teams.
-Planning, and coordinating work teams for ensuring effective performance, determining root cause for discrepancies, and configuring correction and best implementing processes.
- General profit controlling and developing strategies to enable teams to efficiently input and analyze data received from external sources to ensure accurate and validated data is available for higher management in decision making and customer service.  

Cashier & Data Entry 
at Khaymat Al- Saniour Restaurant
Food & Beverage
Kaslik, Lebanon 
Aug2009 — Sep 2010

Saniour Restaurant is considered as one of the first line competitors in its domain. I handled daily transactions as follows:

Major Tasks and Responsibilities
• Registering daily purchases and sales invoices 
• Receiving and processing customer orders on the system
• Daily counting of total cash collectables received from customers
• Controlling, operating and safekeeping of funds
• Issuing stock related reports on daily basis.
• Checking reports to insure that all transactions are correctly registered


Trainings and Courses                                                                                                                                                                          

Workforce Data Science Program
at WozU
with USAID and Tech Hub
https://woz-u.com/
Saida, Lebanon 
Feb2022-Jul2022

Module 1: Basic Statistics
Module 2: Programming Foundations - Python
Module 3: Statistical Programming in R
Module 4: FSW Agile Project Management
Module 5: Metrics and Data Processing
Module 6: Intermediate Statistics

Accounting Training                                                                                                                    
at Meuble Mode 
Home Equipment in Lebanon
Bouar, Kesrouane, Lebanon
 May 2011 – Jun 2011                                 

 Journal voucher, Payment voucher, Receipt voucher, Invoicing, Stock, Payroll management   and VAT;


Skills                                                                                                               

Computer Skills
•Excellent computer skills.
•Familiar with all operating systems.
•Expert in programming languages such Python, R, C++ and SQL.
• Expert in several  programming, statistical, project management, analytics and accounting softwares such:
      -  Visual Studio Code
      -  Pycharm
      -  Jupyter Notebook
      -  R Studio
      -  Tableau
      -  Trello
      -  Liquid Planner
      -  SurveyMonkey
      -  Borland C++
-  Maple (Matlab)
-  My SQL 
-  Fox Pro
-  Omega software
- Online Banking
- Billing system
-  Daisy

    •Expert in Microsoft office programs (MS word, MS excel, MS power point, MS outlook etc.)

Other Skills
• Data Wrangling, Data Cleaning, Data Analysis, and Data Visualization.
• Project management(Agile environment, waterfall , scrum and kanban methodologies).
• Metrics and KPIs.
• Great communication skills.    
• Highly motivated, fast learner, focused and creative person.
• Responsible, reliable and able to work under pressure.
• Capable of working individually or as a team work and to handle multi tasks.
• Ability to establish and maintain good client relationships.
• Ability to reconcile complex accounts and have excellent attention to details.

Languages
• Fluent in French language (speaking, reading and writing)
• Fluent in English language (speaking, reading and writing)
• Native Arabic language

Interests                                                                                                        

Hobbies: Search, reading, movies, cooking, and social media.

References                                                                                                   
     

  References will be provided upon request.          
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