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	Objective
	Seeking a challenging and responsible position as an Administrative Assistant or Executive Secretary with a reputable organization, where abilities, education, and skills can effectively be utilized 

To maximize my potential within a forward thinking and progressive organization, to exploit my present skills and to continually develop new ones
EDUCATION

June  2007






Egypt
Bachelor of Commerce in Accounting 
University of Beni Suef – Egypt
 

	
	Skills 


	
	Detailed Oriented & self motivated individual
Logical approach to problem solving

High ability to work individually and in team groups 

Fluency in Arabic and English both oral and written



	
	

	Computer Proficiency
	Operation Systems

Windows.NET, Dos & Windows
ICDL
Others Experienced

Well Experience in MS Office

Accounting Packages

Visual system
Peachtree



	Other Qualifications
	Typing, Self-correspondence experienced in handling/administering the office independently.

	
	

	Working Experience: 
Bank -2007Aug to April 2008 work in Egypt bank as trainee in bank 
Company                                   
From  May, 2008 up to now, 

Job Title                                      : General Accountant 
Duties and Responsibilities         : 

· Prepare accounting procedures in accordance with the generally accepted accounting principles; guidance from Cost Accounting Standards 
· Implements policies and maintains the financial system 
· Prepares weekly and monthly accounting reports for senior management 
Manages invoicing and payments ensuring contract and company policy compliance and timely payment 
· Responsible for the monthly payroll 
· Manages and maintains the general ledger 
· Projects and calculates actual indirect and fringe rates based on projected and actual costs 
· Prepares and reviews cost and pricing data for input into proposals 
· Reviews representation and certification information for proposals 
· Maintains records of all accounting related contract correspondence 
· Verify transactions comply with company policy
· Develops analysis and reports using statistics to provide operating results; cash flow forecasts; expected profit/loss projections for contracts and business units
· Establishes standardized reporting for the company and provides input to the senior management on profit forecasts and objectives 
· Provides income, expense and earnings reports 
· Prepares yearend Financial Statements 
· Establish standardized reporting for profit and cost objectives 
· Provide input into income, expense and earnings reports 
· Maintains communication and exchange of information between the accounting, employees, departments and senior management 
·  Prepare year-end Financial Statements
· Dealing with the bank – checking invoices, statement ,depositing and withdrawing cash , etc . 

	Languages
Arabic  - Mother Tongue 

English – Fluent 
Personal Information: 

	
	


Nationality
:
Egyptian

Date of Birth
:
November, 16th 1986
Marital Status
:
Married

Having valued U. A. E driving license .

Current Salary: 5000 Dhs


Expected Salary: 7500 Dhs


Notice Period: 1 month


VISA Status: Valid


Relocation to Abu Dhabi: Yes
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