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PERSONAL DETAILS
Degree


Bachelor Degree in Accounting and administration
Occupation         
Accountant – Administrative assistant 
Nationality                   Tunisian
Qatar Driving license 
EDUCATIONAL QUALIFICATIONS 
· Bachelor Degree (Accounting, Finance), Faculty of Economics and Management FSEGS of Sfax, Three years, November 2010.
· DEGREE of high technological studies  in Business Administration, Higher Institute of Technological Studies ISET of Sousse, Two and a half years, February 2003.
· BA in Economics and Management, Two years, College of Jbeniana, June 1999. 

PROFESSIONAL EXPERIENCES (4 years)
1. Accounting Assistant, Hotel Golden Beach, 01/03/2004 to 06/08/2004. 
2. Accountant, Afric Mode Ben Salah, 01/05/2007 to 19/08/2008.

3. Accountant and Auditor, in office of auditor Mr. Monther Abid.
4. Accountant and PRO, RA Design Consultant. From 01/10/2015 to June 2016
5. Administrative Assistant, IDRAAK Building & Construction. From June 2016
SPECIALTIES
1. Administrative assistant
IDRAAK Building & Construction 
June 2016 – Present

· Administrative letters (Arabic and English)

· Payroll (WPS Rules)

· Accounting, Finance

· Bank reconciliation

· Administrative tasks

· Cost Management (Cost Centers) 

· AP+AR +Petty Cash

2. Accountant and PRO Mandoub

RA Design Consultant (engineering)
October 2015 – June 2016 
· Petty Cash

· Finance

· Accounting (Financial statements, Journal entries, Bank reconciliation..)
· PRO Jobs with all Qatari Ministries 

· Payroll (WPS Rules)

· Purchasement and procurement tasks

3. Accountant and Auditor
Office of auditor Mr. Monther Abid, 

December 2012 – April 2013 (5 months)

-Establishment of Accounts appropriate to the enterprise.

-Monitoring, keep the accounts.

-Control of accounting services.

-Accounting assistance of any kind.

-Preparation of periodic statements, balance sheets and income statements.

-Establishment of financial tables.

-Establishing dashboards.
-Payroll.

4. Accountant
Afric mode ben salah

May 2007 – August 2008 (1 year 4 months)

- Billing, accounting and management of relationships with customers
- Recognition and management of relationships with suppliers
- Managing transactions with treasury (accounting, forecasting, tracking, control)

- Processing operations in connection with the staff and services and social security (payroll management administrative staff)
- Processing operations in connection with the tax authorities (VAT, income statement)

- Participation in year-end
- Participation in determining estimates, costs, budgets.
5. Accounting Assistant
Hotel Golden Beach

March 2004 – August 2004 (6 months)

- Monitoring current operations in relations with customers, suppliers, employees, services tax, social agencies

- Monitoring current operations related to cash

- Calculation of costs and Inventory
TRAINING
· Training in ETAAC, in Commercial Service.
· Training in TUNISIE TELECOM, in Accounting Service.
· Training in FIDECA, Office of Accounting, Auditing and Finance.
· Software training AutoCAD 2D + Knowledge Maintenance Computer and printers.
OTHER COMPETENCIES
· Proficiency in accounting and management Software (Accurate, SAGE, AI-COMPTA, LOGI-COM…)
· First aid Trained to use resuscitation and acute response techniques.
· Good communication skills with communication tools (WhatsApp, FAX, PHONE, EMAIL...)
· Building Construction issues and procedures

· Operating system Win98, 2000, XP, Vista, Windows7Ultimate
· Proficiency in word, excel,  power point
· Internet navigation
· Languages
Arabic: maternal language.

English: Good conversational and written English.
French: Good conversational and written French.
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