ALINE TAVOUKJIAN
Nationality: Lebanese
Address: Bourj Hammoud, Metn, Lebanon 
Date of Birth: 6/8/1997
Contact Number: +961 71952050
Email Address: aline.tavoukjian@gmail.com

Objective	
Being a hard-working person and having a good experience in accounting and sales, I would like to apply for the offered position in your respectable company in order to provide quality service.
Professional Experience	
2021-2022                                             Aqua’Safe                                                    Dora, Lebanon
Sales (6 months)           

Work Requirements: 
· Knowledge of Reverse Osmosis machines.
· Knowledge about each filter in the machine.
· Ask customers about the type of water they want to clean and why they want to clean their water.
· Help customers have a general knowledge of each machine to know which one suits them better. 
· Call and make appointments with each customer (depending on their address) new & old to go and check their machines and filters (whether need to be changed).
· Take responsibility if anything went wrong with the machines sold. 

2019 – 2021                               VHP Jewelry                              Mar Mkhael Achrafieh, Lebanon
Secretary

Work Requirements: 
· General knowledge of types of diamonds.
· Weigh diamonds and count them.
· Weigh the jewelries after being finished by the goldsmith and scanning them, and then counting how many diamonds each of the jewelry takes to be a finished product.
· Scanning and weighing jewelries after getting them from the diamond setters.
· Calculating the cost of each jewelry.
· Assist customers and get to know their preferences in jewelries.
· Update new and old customer list with their mobile numbers. 

2018 – 2019                            Azzi Electricity and Electronics                                 Dora, Lebanon 
Junior Accountant          

Work Requirements:
· Performance of accurate and up-to-date accounting entries.
· Purchasing journal entries.
· Performance of customer and supplier reconciliations.
· Sending the various customer statements and Managing reminders.
· Ensure that our balance is in correspondence with that of the suppliers; Creating new items and codes in the system (PIMS 2).
· Creating new suppliers/ customers in the system (PIMS 2).
· Filing of documents in an organized way from the oldest to newest and in alphabetical order of suppliers.
· Filing the documents related to the supplies of the organization.
· Preparation of trial balance.
· Send and receive emails to/from suppliers and customers. 

2017 (6 months)                                  Fahed Super Value                                       Zalka, Lebanon 
Cashier 

Work Requirements: 
· Greeting the customers when around my counter.
· Scanning the barcodes of the items they bought and telling them the balance of the items bought. 
· If collected the balance by USD returning USD to the customers and the same with Lebanese pounds.

Trainings & Workshops
2016 (4 months)            Training in the Accounting department of the Coral Oil Company – Bourj Hammoud, Lebanon     

Education	
2019 – Present                                 Arab Open University                                  Antelias, Lebanon
Business Administration with emphasis on Accounting
2017                             Mesrobian Technical College                              Bourj Hammoud, Lebanon
Lebanese Technical Baccalaureate in Accounting and Computer
Skills  
Fluent in Armenian, Arabic and English 
Proficient in Microsoft Office, Adobe Acrobat, Pims2, Microsoft Access, Zoom
Serious, Hard-working, Reliable, Able to work under stress, Good communication skills and teamwork, Goal oriented, Attention to Detail, Team Leadership, Problems solving, Willing to learn

Hobbies & Additional Information
2015 – 2019          Member of the Armenian Youth Choir (AYC)
2014 – 2015         Member of AGBU Antranik Sevan Scouts
2009 – 2011         Member of Homenmen Beirut Scouts

