Address: Lebanon, Beirut, Sodeco 
Telephone: 00961 76735640 E-mail: Mohdhajjmoussa@gmail.com 
Mohamad Hajj Moussa 

I am always looking for opportunities that will allow me to learn and grow. I have so much to give and am ready to jump and take initiatives at any moment. I work really well in a team and under pressure.  
Work Experience 

International Committee of Red Cross
Movement Cooperation Finance Officer 
September 2022 – Present 
· Develop, improve and/or adapt finance and administration processes, working tools, and procedures used by the Regional Cooperation and non-Cooperation teams in implementing their respective programs with NS.
· Accountable for the integrity of financial and analytical accounting and for reporting of all ICRC cooperation & partnership programmes in Lebanon.
· In charge and supervises all the ICRC partnership programme finance agreement / budgets, accounts of the Beirut delegation and sub-delegation.
· Prepares and monitors the cooperation programmes annual / 3 months budget, cost-control and analysis of budget deviations and contribute the same in supporting other depts. having partnership programmes.
· Oversees all financial resources and administrative activities including the movement of field mission in Beirut and Sub Delegation and act as logistics in charge for the cooperation department.
· Acts as adviser, trainer and coach on all financial or economic matters for the teams running ICRC partnership programmes.
· Interprets institutional guidelines and policies in light of the local context; sees to it that these are strictly applied and monitored, ensuring compliance with ethical standards and mitigating financial risks.
· Supports the Movement Cooperation Coordinator in all financial reporting. 
· Participate in the annual planning process and supports budget preparation, internal financial & narrative reporting, and reviews

Cashier 
April 2022 – August 2022
· Handles the cash disbursements and payments.
· Responsible for the cash box: the physical count must always correspond to the journal balance.
· Makes sure that all invoices are approved and that amounts correspond on bill and sticker before processing any cash payment.
· Prepares for signature by Administrator: checks, bank transfer payments and wire transfers to the various ICRC accounts in Lebanon.
· Responsible to answer comments and do corrections related to his work (working advances, exchange rate on payments, receipts, etc.)
· Hands over all invoices paid to the accountants for imputation in accounting system
· Create Suppliers
· Prepares invoices (already pre-approved, NOT requiring Purchase order PO-matching) for payment (cash / cheque or bank) 


DOT Lebanon   
Accountant and Admin Officer  
September 2019 – March 2022 
 
· Deliver monthly and annually bank reconciliations  
· Own petty cash transactions and reconciliation  
· Handle data validation & entry (PIMS software)  
· Support on all documentation needed for finance department  
· Handle purchase orders and payment vouchers requests  
· Support on monthly closures  
· Prepare transfer letters for banks  
· Manage payroll transfers  
· Manage auditor’s relationships  
· Follow up on outstanding payments  
· Manage all administrative tasks for the office including but not limited to: 
o Procurement requests & suppliers management  o  logistics and maintenance  o Managing & maintaining the filing system  


National association for vocational training & social services (NAVTSS) 
Finance Project Coordinator  
December 2018 - July 2019 
· Data entry & Validation  
· Support on monthly closures  
· Follow up on payments  
 


Tayba Shades Real Estate: 
August - November 2018 
Sales representative  
· Generating leading through different channels such as social media, field visits etc... 
· Benchmarking competitions in the area  
· Building sales material  
· Doing site visits with client  
 
 
UNRWA:  
Volunteer:  Finance Department  
December 2017 – August 2018      
 
· Reconciliation of hospitals invoices within internal codes  
· Payment processing of all claims and other invoices 
· Support on yearly budget setting and matching all internal codes with respective elements 
· Work on miscellaneous budget for all shortage in instant activities 
· Inventory stock reconciliation for medicine and equipment 
· Prepare bank transfer payments 
· Maintain records of cash position of current accounts and reports 
· coordinate with suppliers and contractors 
National Institute:  
Part Time   
January 2016-December 2017 
 
· Oversee the administrative and logistics functions. 
· Perform word processing duties, types and formats documents, completes standard forms and assists in designing new electronic format. 
· Maintain files, registers, inventory lists, computer database and records in paper or electronic format; 
· Collect, verify and up-date information/data related to the activities of the organizational unit in accordance with instructions received. 
Credit Libanais Bank: 
Intern: Assist in performing all accounting transactions in the bank. 
July, 2011 - August, 2011 
 
· Assist in phone call to clients. 
· Interview clients. 
· Account Validation and customer follow up 
Genesis Gym Lebanon, Front Desk from 2013 till 2014. 
Address: Lebanon, Beirut, Verdun 
Telephone: 00961 76735640 E-mail: Mohdhajjmoussa@gmail.com 
· Fill customer file. 
· Assist on administrative tasks with customer 
· Sales  
Education 

2017: Bachelor in Business and Administration            USJ           Beirut, Lebanon 
2010: Lebanese Baccalaureate – Economical Science      Notre Dame School 
Computer skills   

· Ms Office (word, Excel, power point) 
· SAP system  
Languages    

· Arabic: mother tongue 
· French: good command in writing, reading and speaking 
· English: good command in writing, reading and speaking 
Interests: 

Sports and gaming.  References:    
Available upon request 
