MOHAMAD BILAL Al RIFAI 

Tariq Al Jadidah, Beirut, Lebanon

00961 70 695 735 - 00961 01 310 318

Birth Date: 11/8/1990

mohamedbilalalrifaii@gmail.com
OBJECTIVE

Seeking a new position to develop and enhance my skills.

EXPERIENCE

Widriss Holding                                                                               May 2017 - Present
Administrative Assistant
· Read and analyze Incoming memos, submission and reports in order to determine their significance and plan their distribution.

· Open sort and distribute incoming correspondence 

· Perform general office duties such as ordering supplies, maintaining records, management systems, and performing basic bookkeeping work

· Filing and ordering all incoming and out coming papers 

· Working with banks

Met Life Insurance Training                                                                       
· Training sales experts for deal finishing 
· Making some deals and ending them 
· Taking all tasks of sales representing
First National Bank 

Training at treasury operation departamnt.                                  March 2017-12 May 2017
Accountant
Mona Cool Company






May 2016 - February 2017

· Data entry

· Cash and bank reconciliation

· Financial inventory working

· Check requests

· VAT Declaration

· Trial balance

· Statement of Account

· Stock keeper

Sales Executive / Junior Accountant

MG Group International, Beirut, Lebanon



May 2015 - February 2016

· Meet new clients

· Introduce products to customers

· Close sales deals

· Accountant: data entry & filing
· Excel working

Junior Accountant / Auditor

Fathi Ismail Auditing and Accounting Services


May 2014 - May 2015

· Data Entry

· Filing

· VAT Declaration / NSSF

Indoor Sales

Empire Clothing Store





2012 - 2014

· Customer Service

· Cashier

· Store Keeper

EDUCATION

Bachelor of Business Administration in Accounting

Beirut Arab University, Beirut Lebanon



 Spring 2015

Lebanese Bachelorette in Economics 

Khaled Bin Al Walid School, Makassed, Beirut, Lebanon

2009

SKILLS

Technical Skills:

· Microsoft office; Power point, Word, Excel 

· EDM Accounting Program

Personal Skills:

· Meeting deadlines

· Team player

· Sociable

PERSONAL INTEREST

Sports "football, swimming"

LANGUAGES

Arabic:  Native

English: Fluent spoken and written

REFERENCE

Available upon request.
