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Dear,
As an experienced of Accounting, Management, finance, and strategic planning, I am confident that my exceptional qualification match your organization. My expertise lies in my ability to effectively interact with clients and vendors, identify and resolve complex accounting issues, and develop innovative solutions for achieving wide range of business development strategies and financial management objectives.

I have enclosed my resume for your review. Some of the key strengths I can offer include:
· A strong financial and Management background and excellent administrative skills combined with an extensive base of knowledge and experience to assist companies in meeting their organizational objectives. 
· Acknowledged for being resourceful, adaptable, and self-directed with the ability to meet even the most challenging goals due to outstanding troubleshooting, analytical, and problem solving skills.
· Recognized as the key “go-to” person by management and peers with the ability to consistently device innovative, cost-effective solutions to everyday business problems.
I would appreciate a personal interview to discuss the ways in which my background and expertise could assist you in accomplishing your goals. Thank you for your consideration.

Sincerely,

















Career Objective

A challenging career opportunity within a well-reputed organization to further utilize, integrate my knowledge, pursue my ambition, and will enable me to develop my professional and interpersonal skills.  I am also interested in working in a professional and friendly atmosphere that provides a challenging chance for career development.

Qualification

University: Helwan University (Egypt) 

Faculty: Faculty of Commerce and Business Administration.

Major: Accounting & Business Administration.  
	
Graduation year: 30 August2008

Accumulated grade:	Good




	Work experience


Saudi Research and Publishing Company (EPPDCO):
1/06/2009 to Present.
Location: UAE, Dubai, Dubai Media City:


Department: Finance & Marketing Department.
Position: General Accountant.
My Duties:
· Preparing asset, liability, and capital account entries by compiling and analyzing account information.
·  Documenting financial transactions by entering account information.
· Recommending financial actions by analyzing accounting options.   
· Preparing Statement of account for all publishers and suppliers.
· Solving immediately any problems for publishers and suppliers through control process of distribution.
· Following up with foreign agents in KSA, Qatar, Bahrain, Kuwait and Oman.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Following up the monthly payment and sales with foreign agents.
· Substantiates financial transactions by auditing documents.
· Preparing regular publishers reports and attending publishers meeting.
· Guides accounting clerical staff by coordinating activities and answering questions.
· Reconciles financial discrepancies by collecting and analyzing account information. 
· Prepares payments by verifying documentation, and requesting disbursements. 
· Recording all entries belongs to publishers and suppliers “Finance Department.
· Posting the sales of all publishers Monthly Basis.
· Handling the accounts of up to 150 publishers EX. “I.T.P, Visa Media, Young Future, Takhayal TV & Abu Dhabi Media”. 
· Prepares financial reports by collecting, analyzing, and summarizing account information and trends.
· Preparing cash flow, profit and loss, expenses analysis and trial balance reports.



Core BPO (From 1/10/2008 to 15/5/2009):

Location: Egypt, Cairo



Department: Finance Department.
Position: Project Accountant. 
The project that I worked was for Production Company called "CPH Production"  
My Duties:  
· Preparing new tree accounting for all accounts belongs to the company
· Daily transaction for all accounts.
· Expenses analysis. 
· Preparing cash flow report.
· Bank reconciliation. 
· Follow up contracts payment term with clients. 
· Responsible for treasury & Petty cash.
· Prepare Profit & Loss Report Monthly. 

Languages
· Arabic: Native.
· English: very good spoken and written.
	Courses


· Training in Mr.TarekElsbaie as a professional Accountants office legal in Egypt. 
Computer skills

1.	Microsoft Office (Word, Excel, PowerPoint, Outlook).
2.  ICDL (International Computer Driving License) 
3.  Mastering Excel 2007.
4.  SQL server 2002.
	
Additional Professional skills

1. Communicator, flexible, always looking out for the need of the business. 
2. Active & creative.
3. Able to set and achieve goals.
4. Enjoy teamwork to achieve our objectives.
5. Good presentation skill.
6. Preparing business letters for all occasions.

Thanks 
Best Regards 
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