NAZHA AL KHATIB
Mobile: +961 76 027 648
E-mail: nanaelkhatib3@gmail.com
Career Objective:
Seeking a challenging position with a dynamic organization to contribute my accrued skills in achieving organizational objectives.
Personal Profile:
Enthusiastic and dependable professional with prestigious academic and professional qualifications gained in the areas of Accounting and Administration. Hardworking, energetic, eager to take on challenges, and quick to learn new skills and concepts. A highly involved team player with a keen interest in analyzing environments to identify and prioritize needs/risks and ensuring timely completion of tasks. Able to adapt to changing environments with minimal learning time.
Academic Qualifications:
• Bachelor of Accounting and Administration
  Beirut Arab University, Lebanon (2008 – 2012)
Work Experience:
Senior Accountant
Est. Abou Saada Bros, Chhim, Lebanon
October 2024 – Present
Key Responsibilities:
• Managed daily accounting functions, including bookkeeping, ledger entries, and account reconciliation.
• Prepared and analyzed monthly, quarterly, and annual financial statements such as profit & loss reports, balance sheets, and cash flow statements.
• Supervised accounts payable and receivable, ensuring accurate and timely payments and collections.
• Assisted in budget preparation, financial forecasting, and cost analysis, providing insights to management.
• Processed payroll for staff, ensuring accurate deductions and compliance with local tax and labor laws.
• Managed tax filings, including VAT returns, income tax, and other statutory financial obligations.
• Maintained financial records in accordance with Lebanese accounting standards and internal policies.
• Assisted with internal and external audits, providing necessary documentation and support to auditors.
Accountant
Grand Lycée High School, Chhim, Lebanon
September 2021 – September 2024
Key Responsibilities:
• Managed all financial accounting tasks, including recording and reconciling transactions.
• Prepared monthly, quarterly, and annual financial statements such as profit & loss reports, balance sheets, and cash flow statements.
• Maintained the school’s general ledger, ensuring accuracy and compliance with accounting standards.
• Managed the school’s budgeting process, helping to plan for upcoming fiscal years and ensuring the budget remained within set limits.
• Coordinated payroll processing for staff, ensuring timely payments and proper tax deductions.
• Administered accounts payable and receivable, ensuring accurate documentation and timely payments from students and vendors.
• Provided financial advice and support to the administration regarding cost-saving initiatives and financial performance.
• Assisted with preparing financial reports for auditing and compliance purposes.
• Ensured compliance with local tax regulations and handled tax filings, VAT returns, and other statutory reporting.
Customer Service Officer
Al Etihad Credit Bureau, UAE
August 2014 – May 2017
Key Responsibilities:
• Handled incoming calls and inquiries from prospective customers or clients.
• Assisted customers effectively by resolving disputes and providing additional service information.
• Explained services and products offered, ensuring customer satisfaction.
• Managed confrontational or stressful interactions with tact and professionalism.
• Completed supporting paperwork and data entry as required.
• Captured customer information accurately.
• Created and maintained service reports.
Accountant
Ocean Plastic Factory, UAE
February 2013 – June 2014
Key Responsibilities:
• Recorded general journal entries in the system and prepared monthly Profit & Loss accounts and balance sheets.
• Managed vendor documentation, payment terms, and aging reports.
• Prepared salary statements, receivables, payables, sales invoices, debit notes, purchase orders, and credit notes.
• Managed bank letters of credit (LC), TR transactions, and bill discounting.
• Maintained and updated cash/bank books, check registers, and interacted with banks.
• Prepared supplier and customer outstanding statements.
• Compiled weekly and monthly management information reports.
• Managed accruals for staff gratuities, annual leave, and airfares.
• Assisted during audits by providing schedules and supporting documents.
Accountant
3 Hermanos Shopping Center, Lebanon
July 2010 – December 2012
Key Responsibilities:
• Managed routine accounting functions, including bank reconciliation statements.
• Managed vendor documentation, payment terms, and aging reports.
• Prepared salary statements and payroll.
• Maintained subsidiary ledgers like receivables and payables.
• Managed monthly sales invoices, debit notes, and purchase orders.
Computer Skills:
• Accounting Software: Proficient in Focus 6.3 for financial record-keeping, managing accounts, payroll, and financial reports.
• E-Commerce Platforms & Tools: Specialized in E-commerce systems, managing online transactions, integrating payment gateways, and performing data analysis.
• Data Management & Reporting: Expertise in Excel data management, including creating financial models, generating detailed reports, and automating processes with macros.
• Accounting Tools: Familiar with QuickBooks and other general ledger software for day-to-day accounting tasks and financial reporting.
• Customer Relationship Management (CRM): Experience using CRM software (e.g., Salesforce) for managing client interactions and service requests.
• ERP Systems: Knowledge of Enterprise Resource Planning (ERP) software for business management, resource planning, and reporting.
Personal Details:
• Nationality: Lebanese
• Date of Birth: July 29, 1989
• Gender: Female
• Marital Status: Married
• Driving License: UAE
• Languages: English and Arabic
References:
Available upon request
