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PROFESSIONAL EXPERIENCE



Senior Accountant, Lebanese Dental Association (LDA) 	Oct 2010- Present

· Process and record new insurance policies and claims;
· Review and verify data, such as age, name, address, and insurance applications and policies;
· Collect initial premiums and issue receipts;
· Calculate premiums, refunds, commissions, adjustments, using insurance rate;
· Correspond with insured or agent to obtain information or inform them account status or changes thereto;
· Prepare, examine, and analyze accounting records, financial statements, and other financial reports;
· Analyze business operations, trends, costs, revenues, financial commitments, to project future revenues and expenses or to provide advice

Branch Manager, MIRA Training Center (MTC)	Jul 2008–Oct 2010

· Responsible for the administration and efficient daily operation of a full service branch office, including operations, product sales, customer service;
· Responsible for attaining goals through active participation in sales management and officer call programs;
· Responsible for all HR activities, supervise the recruitment process and retain employees with motivational programs;
· In charge of all the accounting and financial activities of the branch, including payroll and keeping accounting books up to date;
· Handle the cases of some customer complaints which have been escalated from the supervisors;
· Send reports to the main branch and give them updates of the business status;
· Determine and develop the annual budget for the daily expenses of the business branch; 
· Develop and implement the annual marketing plan in coordination with the board

Public Relations Executive, Al Asr International School	Sept 2006– June 2008

· Undertaking market research on school development and presenting it to the school management;
· Coordinating with bookstores and publication houses for the student books;
· Assisting with the print production of school publications, such as leaflets and magazines;
· Preparing regular staff reports and attending school management meetings

Training, BLC Bank	June 2005 – Oct2005

· Process financial transactions with a high degree of accuracy (deposits, withdrawals, cash exchange)
· Communicate effectively and confidently with customers 
· 

EDUCATION 


LebaneseUniversity, Beirut, Lebanon 	
B.S. - in Accounting &Auditing 

LebaneseUniversity, Beirut, Lebanon 	
Masters M1 - Finance & Banking

LebaneseUniversity, Beirut, Lebanon 	
B.S. - in Finance & Banking 

SKILLS

· Fluent (spoken and written) Arabic, English and French.
· Expert in MS Windows, MS Office, Internet Research.
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