Curriculum Vitae 


Personal information:

	Name                 
Gender            
Date of birth        
Nationality           
Address                             
Marital status        
Telephone            
E-mail                      

	: Aya Nawras MOUSSA
: Female
: 01-Jan-1993
: Lebanese
: Beirut, Tayouneh, Ragheb Alameh Street, Shiraz Building, Floor 2.  
: Single    
: +961 78 833294    
: ayamoussa1992@hotmail.com                      



Career objective:

Work experience and competences:
Driven by the desire for continuous growth & career development to achieve "Self-Actualization", I would like to pursue my career to achieve company target in the accounting and supply chain sector and ameliorate competition between a great team enhanced and motivated to reflect a reputable image toward my management by adding value to the workplace I belong.


	Jan 2018 – present                                        
	Full time - Accountant and finance officer.

	
	Produits et solutions informatiques PSI (Lebanon) 

	
	· Perform monthly, quarterly, and annual accounting activities including reconciliation of Banks suppliers and clients.
· Handle payables, receivables and petty cash.
· Prepare monthly financial statement and communicate with management.
· Prepare general journal and balance sheet.
· Registration of expenses, and issuing for local and foreign invoices.
· Coordination to support annual audits, oversee taxes and NSSF dues.
· Organize and manage administrative tasks and data analysis.
· In charge of all documentation and archive system.
· In charge of all purchase activities for the company (local and internationals).
· Responsible of the logistics of all shipment related to the company.
· Contract management with all LTA (long term agreement) contractors, and leasing clients.
· Responsible of VAT closing and reports.
· In charge of all report related to the sales team and performance history.
· Communication with clients and suppliers regarding payables and receivables.



	Feb 2016 – May 2016
	Internship

	
	Dirani group, Zahle (Lebanon) 

	
	Maintaining and developing relationships with customers, Negotiating agreement  terms and  sales closing, Gathering market and customer information, Recording sales , order information and sending report  to the sales management.



	Sep 2014 – Oct 2014
	Internship

	
	Banque Misr Liban S.A.L. / BML, Zahle (Lebanon) 

	
	this job is to provide administrative and office assistance as needed, to learn how to successfully work in more advanced positions, the point of these jobs is also to learn about daily operations of the bank, and how everything works.




	Jun 2013 – Nov 2013
	Internship

	
	Salloum factory for construction, Younine (Lebanon) 

	
	Maintains accounting controls by establishing a chart of accounts, defining accounting policies and procedures.


Educational background:
	Sep 2015 – Sep 2017
	Master degree in Management , M2
	

	
	Lebanese International University "LIU", Rayak (Lebanon) 

	
	A master of Management (MBA) is a graduate degree achieved at a university or college that provides theoretical and practical training to help graduates gain a better understanding of general business management functions. The MBA degree can have a specific focus, such as accounting, finance and marketing.




	Sep 2012– Feb 2015
	Bachelor degree in Business administration ( Banking and Finance)
	

	
	Lebanese International University "LIU", Rayak (Lebanon) 

	
	The banking, credit and finance field encompasses the storing and protecting of money, the creating and maintaining of wealth, and the receiving, distributing and overall managing of money that is crucial to the success of every business. Studying this Bachelor degree provide us the best knowledge of methods of deposit and withdrawals, loans, interest rates, budgets and financing, stocks, bonds, credits, investments, monetary systems, and financial institutions.



	[bookmark: _GoBack]Sep 2010 – Jul 2011
	Lebanese Baccalaureate (Sociology and Economy)
	

	
	official school (LPJF), Baalbek (Lebanon) 




Languages:
                                                                    
	
	Speaking
	Reading
	Writing

	Arabic
	 Excellent
	Excellent
	Excellent

	English
	Excellent 
	Excellent
	Excellent

	French
	Excellent
	V.good
	V.good




Personal skills:

· Sales experience, supply chain and logistics, Excellent communication skills self‐motivated with strong problem‐solving skills and ability to work under pressure, Strong organizational skills and an ability to manage and achieve sales independently and proactively in a fast‐paced work environment. Ability to speak a language in one of the needed fields and Cross-cultural awareness, in addition of excellent public relation orientation and decision-making.
· Excellent knowledge in computer regarding maintenance, operating programs (windows, office, and data feeding).
· Excellent knowledge in the accounting and financial sector within the establishment.

                                                                      References will be submitted upon request.
