



NAZHA AL KHATIB			
Mobile: +961 76 027 648
E-mail: nanaelkhatib@gmail.com          	             

CAREER OBJECTIVE

Seeking a challenging position with a dynamic organization to contribute my accrued skills in achieving organizational objective. 

PERSONAL PROFILE:

· Enthusiastic and dependable professional with prestigious academic and professional qualifications gained in the areas of Accounting and Administration. 
· Hard working, energetic, eager to take challenges and ability to comprehend new skills, concepts, and ideas.
· Highly involved team player with interest for promptly analyzing environments to identify and prioritize needs/risks and obey instructions of the superiors in timely accomplishment of assigned tasks. 
· Ability to learn quickly, shorten the learning curve and adopt in changing environments;

ACADEMIC QUALIFICATIONS.

· Bachelor of Accounting and Administration from Beirut Arab University, Lebanon (2008 – 2012).

CAREER HISTORY:

· Accountant / Accounts Receivable/ Customer Service Officer – @ Al Etihad Credit Bureau &
· 

(From Aug 2014 to 30/05/2017)

Common Customer Service Duties

· Handles incoming calls or inquiries from prospective customers or clients
· Assists customers effectively by solving customer disputes
· Provides customer additional information or explains services
· Discusses products offered and ensures customer satisfaction
· Tactfully handles confrontational or stressful interactions with the public
· Completes supporting paperwork and data entry as required
· Accurately captures customer information
· Creates and maintains service reports



Accountant / Accounts Receivable Duties

· Collection Of money from individual walk-in customers (Cash, Visa Card, Master Card)
· Reconciling the cash received from individual customers with the logs Generated from CRIF System and depositing the money into the company main account on next working day
· Sets up new customer profile in AR system and maintaining the account of all types of receivables to conduct the internal and external audit of revenue related transactions. 
· Maintains and follows up AECB receivables amount {wire transfers & cheques payments}. 
· Assists in month-end financial statement close.
· Records all types of collections/income in the account receivables in the system and reconciliation thereof.
· Prepares aging analysis of receivable on monthly basis for higher management.
· Records of cash requirement in the account receivable in the system.
· Verifies and prepares of cash requisition of petty cash funds.
· Maintains the petty cash record.
· Prepare on weekly, monthly, quarterly, alf yearly or yearly bank reconciliation statements of AECB.
· Cash management – Coordination with the bank for clearing te funds and following receiving AECB invoices.
· Maintaining and issuance of bank balances position for head of finance on daily basis.
· Prepare past due or un received invoices and reports it to line manager for necessary action.



· Accountant – Ocean Plastic Factory UAE
            (From Feb 2013 to June 2014)

Highlights:

Handling all accounting related activates from recording to finalization of Accounts while using Focus 6.3 (Computerized Accounting System) 

Key Responsibilities:
    
· Recording General Journal Entries in the system and preparation of monthly Profit & Loss Accounts and Balance Sheet.
· Vendor management including payment terms documentation and aging reports.
· Preparation of salary statement, Receivables & Payables, monthly sales invoices, debit notes, purchase order and bills credit notes
· Preparation of Bank LC, TR Transactions and Bills Discounting.
· Maintaining and updating of cash/bank books, CHK register and day-to-day interaction with the bank etc.
· Preparing of suppliers and customer’s outstanding statements.
· Preparation of Management information reports on weekly and monthly.
· Maintaining accruals statements in respect of staff gratuities, annual leave and airfares
· Preparation of various schedules as required by auditors during Monthly/final audits 


· Accountant – 3 Hermanos Shopping Center, Lebanon
            (From July 2010 to December 2012)

Highlights

Handling routing Accounting Functions including Bank Reconciliation statements

Key Responsibilities:

· Handling routine accounting functions.
· Vendor management including payment terms documentation and aging reports
· Preparation of salary statement
· Preparation of payroll, maintain subsidiaries ledger like Receivable and Payable. 
· Maintaining monthly sales invoices, debit notes and purchase order.
             


COMPUTER SKILLS:

· Good command on Microsoft Office (Word, Excel, PowerPoint)
· Proficient in Windows 98, Windows2000 & Windows XP. 
· Specialized Subject - E-Commerce.




PERSONAL DETAIL:

Nationality:			:	Lebanon
Date of Birth			:	29 July 1989
Gender			              :	Female
Marital Status		              :	Married.
Driving License		               :  	UAE
Languages			:	English and Arabic


REFERENCE:

Can be provided on request.



image2.png




image1.png




