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Objective:

Seeking a long term position that will further develop my skills which I have acquired through my past experiences and contribute what I am going to offer.
Education:

· Bachelor of Science in Commerce, 2005 in Egypt
· Enrolled in various accounting classes
· Accounting
· Finance
· Management
· Marketing
· Computer
· Higher School Diploma in Arts from Ajman High School, UAE
CAREER HISTORY:
	Company Name:
	Rent a Car

	Location:
	Dubai, UAE

	Job Title:
	Accountant – Collection Incharge

	From: 01/ 05/ 2012
	Till: now



Duties and Responsibilities:
· Responsible for accounts receivable for company's customers – In the head office.
· Documents financial transactions by entering account information.

· Follow-up customer statements and conformitly with customer accounts.
· Review invoices and delivered to customers.
· Collecting money from customers.
· Settlement with customers late payment.
· Checking on all data and paperwork required for each contract is opened.
· Take a quick reaction In the case of rejection of the customer and communicate with the legal Adviser.
· Prepares Daily and monthly reports for the collection and expected with reports of customer accounts.
· Maintains financial security by following internal controls.

· Maintains customer confidence and protects operations by keeping financial information confidential.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.
· Accomplishes the result by performing the duty.
	Company Name:
	Al Banafseg Showroom for Used Cars

	Location:
	Sharjah, UAE

	Job Title:
	Showroom Manager

	From: 01/ 08/ 2011
	Till: 30/4/2012


Duties and Responsibilities:
· Responsible for the Showroom for used cars in terms of purchasing and selling them in addition to the accounts and finalizing the customs transactions

· Attending auctions inside the country, purchasing used cars then offering them to the customers to be sold.

· Assisting the customer in the registration and finalizing the required documents for the traffic department

· Following up all the garages, agents and spare parts and accessories retails 
	Company Name:
	Al Habtour Leighton group

(Construction    Machinery Center Co. L.L.C.)

	Location:
	Dubai, UAE

	Job Title:
	Accountant

	From: 01/ 03/ 2009
	Till: 01/07/2011



Duties and Responsibilities:

· Financial dealings.

· Following up customers.

· Collecting money.

· Reviewing invoices and purchase orders.

· Personal assistant and reports directly to the Manager.

· Updating the status of customer’s information on the system.
· Filing all the customer’s documents.
	Company Name:
	National Bank of Abu Dhabi

	Location:
	Sharjah, UAE

	Job Title:
	Temporary Subscription Officer

	From: 01/ 01/ 2009
	Till: 28/2/2009



Duties and Responsibilities:

· Data Entry

· Customer Service

· Achieving

· Following up with the Customer Service Manager

· Daily Reports
	Company Name:
	Lal’s Group / Bossini – G2000

	Location:
	Dubai, UAE

	Job Title:
	Sales Assistant cum cashier

	From: 01/ 10/ 2006
	Till: 31/12/2008


Duties and Responsibilities:

· Responsible for the daily shop displays and visual merchandising to market shop items.

· Providing an efficient customer selling service which endeavor to achieve excellence and aspire to deliver the highest possible standards of service and satisfaction.

· Check the items not currently on stocks.

· Responsible for managing the cash and vouchers on the counter.

· Participating in stock taking or annual inventory.
	Company Name:
	Jasmine Company

	Location:
	Sharjah, UAE

	Job Title:
	Accountant

	From: 01/ 03/ 2006
	Till: 30/09/2006


Duties and Responsibilities:

· This position involved being responsible for the encoding , preparing and keeping all the written reports of the company.
· Maintain the efficient filing system.
· Task were also to answer incoming phone inquiries and follow up customer’s with past due accounts and to update the list of their orders.
· General administration task such as photo copying , faxing and filing as well as maintaining computer data bases with customer’s personal details.
· Basic accounts duties such as preparing statements of accounts and payroll, monitoring account data such as receivables and payables, issuing receipts, cash invoices and delivery notes.
	Company Name:
	Cyber computers (Microsoft)

	Location:
	Egypt

	Job Title:
	Official computers shop and Internet

	From: 01/ 06/ 2004
	Till: 31/05/2005


Duties and Responsibilities:
· Instructed clients in using various computer software applications.
· Trained clients in the use of computers and introduced them to the various uses of the internet.
Skills:

· Organizing concerts and weddings and trips
· Elaborately in play DJ (Music)

· Results driven

· Creative and innovative

· A good planner

· Communication skills

· Self developer and good team player

· Customer centric

· ICDL (Computer Software) 
Languages:

· Arabic (Native)
· English (Very good)
· I can speak also other languages but incomlete /Indian (Urdu). Filipino (Tagalog). Iranian (persian).
Personal Details:

· Date of Birth
: October 26, 1983

· Nationality

: Egyptian

· Marital Status
: Single

· Driving License     : Yes
Reference:


Available upon request.
