Accounts Payable Supervisor
Haitham Baydoun


Address: Beirut, Lebanon | DOB: 07-08-1986 | Tel: +961 70 866267 | Email: haitham.baydoun@hotmail.com


Objective:
Seasoned Accounts Payable Supervisor with extensive expertise in managing accounts payable, receivable, general ledger accounting, and collections. Proficient in system conversions and staff training, with a meticulous approach to detail and a passion for financial reconciliation. Demonstrates advanced analytical, problem-solving, communication, and teamwork skills.


Work Experience: 

Accounts Payable Supervisor 
Middle East Airlines | 2010 till present
· Supervise a team by overseeing the processing of a high volume of payables activity.
· Manage refunds, check requests, debit/credit adjustments, and wire transactions.
· Analyze daily bank statements to monitor cash flow and detect any fraudulent activity.
· Review and process invoices, ensuring accuracy and adherence to approval procedures.
· Perform account analysis and reconciliations including create/maintain accounts payable records, review, and process invoices.
· Enter daily transaction entries for payments and Conduct account analysis and reconciliations using Oracle Accounts Payable system.
· Efficiently and accurately process invoices and check requests for 10 locations.
· Train new team members on accounts payable systems and policies.
· Act as a liaison between customers and headquarters, addressing inquiries and resolving financial issues.
· Utilize Altea reservation desktop to process ticket refunds and credit memos.
· Provide assistance to travel agents and passengers regarding financial matters and reservations.
· Enter all claims for all county offices, check and approve all claims for payment, prepare accounts payable checks on a daily basis.

Financial Officer | 2008 - 2010
Middle East Airlines 
Current Accounts:

· Managed revenue section, bank reconciliation, and credit card sales control.
· Handled ORACLE entries for receivables and payables, as well as cash office and cargo stock control.

Accounting |Part Time| 2018 - 2021
Spicy Food

· Conducted bank operations, invoicing, and balance reconciliation.
· Managed payables and ensured timely settlement of outstanding accounts.


Cashier | 2008
ABED TAHAN

· Handle Payments
· Issuing receipts
· Customer service 




Skills:
- Accounts Payable and Receivable Management
- Budgeting and Expense Tracking
- Financial Analysis and Reporting
- Customer Relationship Management
- Advanced Accounting Principles
- System Conversion and Implementation
- Staff Training and Development
- Problem Solving and Decision Making



Education:

2004 –2008: BA studies in Business Administration at Beirut Arab University (BAU), “Banking & finance”
2003 – 2004: Makassed High School- Baccalaureate II-Sociology and Economics

Computer Skills:  Altea reservation | ORACLE Application | Microsoft Office | Networking

Language Skills:   Arabic   | English
