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Career Objectives

Pursue a dynamic and challenging career in the accounting field that will allow continued personal and professional growth appropriate with achievements of goals.


Basic Skills

Accounting Officer – June 2023 till present Al Azhar Bekaa Institutions
My current role is to ensure daily data input into financial system in an accurate, efficient, and timely manner. This includes preparing and filing documents, completing necessary forms and templates, performing transaction on E-school system, and making necessary administrative arrangements including:
- Preparing reconciliations including bank accounts, NSSF and income taxes and cash in hand
- Assuring correct coding prior to expenditure booking, assure proper payment authorizations and supporting documentation
- Preparing and maintaining records, documents and control plans for the monitoring of project/programme implementation and financial expenditures
- Prepare monitoring and reporting information on agreed performance indicators to drive more efficient management and accountability for results;
- Collecting invoices and filing documents for approval and thereafter processing.
- Taking minutes of meetings and keeping the correspondence of the team well organized.
- Carrying out transactions on E-school, ensuring programme results, activities and programme coding are as per annual work plans (AWPs)
- Worked on account receivable / payable including salaries, advances etc..
- Following up on developing and establishing needed contracts, timely partners payments (DCT’s reimbursements, & liquidations) & provide relevant programme support.


Accounting Officer – February 2020 till June 2022 – Marlene Tissue Paper Company
-    Review and prepare accounts and financial reports and supporting documents and ensure compliance with policies and procedures.
-    Support Senior Coordinator in accounting costs, budgets and financial disbursements, ensuring compliance with regulations and policies.
-    Help in preparing and ensuring timely submission of requested financial reports, records, files and cash requests.
-    Support in designated project audits.
-    Act as a focal point for all supporting documents check, including invoices, receipts, timesheets, inventory lists and similar tasks.
-    Oversee monthly billing and reimbursements.
-    Ensure all advances are closed and relevant documentation required has been sent on a weekly basis.
-    Support the Programs team, especially in the project area, on financial procedures and actions as needed.
-    Regularly meet with staff to provide technical assistance and conduct trainings on accounting and financial management.
-    Ensure that reports and supporting documents are adequately reviewed and in line regulations and policies.



Education

· Lebanese Baccalaureate, specialization in Life Science, 2012 / 2013 - OMEC School
· Bachelor of Business Administration, January 2018 - Université de Technologie et de Sciences Appliquées Libano - Française (ULF)




Key Competencies

· Financial Analysis Financial Mathematics 
· MicroeconomicsMacroeconomics Political Economy
· Strategic Marketing	Services Marketing
· Management &Organization
· Accounting 1			Accounting 2 
· Finance 1			Finance 2






Qualifications
		
· Computer Skills: Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Microsoft Access. User of internet tools.
· Language Skills: Fluent in Arabic, English (Spoken and written).
· Specific Interests: Sports and social activities.
· Experience in accounting office 5 years
· Proficiency in Excel and Microsoft Word Office
· Marketing degree in Mercy Corp (NBTS) 		


References are available upon request.
