	Fawzy 
Email:
Fawzy.363189@2freemail.com
Resident Address:
#  Riyadh city, Saudi Arabia.
Personal Data

Date of Birth: 19th December 1989
Sex: Male


Nationality: Egyptian 
Communication Proficiency: Arabic English, Hindi 
Hobbies:

Reading, playing cheese, swimming 

	Objective
·  To work in a challenging environment that would lead to the fulfillment of both corporate and personal goals. Seeking position to utilize best of my abilities and skills in the field of Accounting and management.
Experience Summary 

· MARCH 2014 Up to now- Worked as a commercial Officer in “KEC International Ltd.” 
· Jan 2013 to FEb 2014 - Working as a HR Coordinator in “ElMezlawy Holding Group”
Educational Qualification

   TECHNICAL                         INSTITUTE                         YEAR(S)
                                                                                         ENROLLED 

    Bachelor’s Degree          Al-Alson Higher Institutes          2007-2011
            (MIS)      
  Additional Qualification
¥ JDE Edward Training Course 
 ¥ Advanced Excel Training Course 
 ¥ Training course in Accounting program`s  
 ¥ ICDL course 
 ¥ Study English in AUC
 ¥ Project management training course      
 ¥ Preparing for CMA Exam
 ¥ knowledge in transmission line Project`s  
 Work Experience:
· MARCH 2014 Up to now- Worked as a commercial Officer in “KEC International Ltd.” 

DUTIES and RESPONSIBILITIES: -

Maintain Site accounts including data entry, book keeping ,JDE entry 
Scrutinize accounts
Handle cash & bank function
Managing/Handle Accounts payable, 
Provide details for quarterly, annual audit to local 
Logistics-Custom clearance, local transportation .
Handling payroll activities
Handling admin activities.
Coordination for claims variation.
Risk coverage of the project.
Client Relationship , following up for payment 
Jan 2013 to FEb 2014 - Working as a HR Coordinator in “ElMezlawy Holding Group

• Prepare daily attendance report. 
• Calculating the discount for the employees according to their attendance.
• Recording employees’ vacations.
• Provide newly hires employees with social insurance. 
• Evaluating the employees and follow up the branches.
• Prepare and maintain company salary structure, job documentation, and job evaluation systems. 
• Following up employees’ recruitment procedures
• Responsible for filing and creating a filing system for all resumes.
• Handling the search and selection process.
• Screening and Searching the CVs.
• Evaluating the candidates & preparing a shortlist.
• manage and coordinate the interview


Ensure working in harmony at Project site
Accounting Entries oracle
Supervise physical verification of stores/assets


	
	Tracking all invoices, booking invoices in respective head after certification by site in charge and project manager. 

Maintain ledger for every respective contractor.
Preparing work order for every contractor and maintain tracker for the same 

Supporting our account receivable team by following up with site person to submit JMC signed by client for work done as per delay progress report  

· . Jan 2013 to FEb 2014 - Working as a HR Coordinator in “ElMezlawy Holding Group

            DUTIES and RESPONSIBILITIES: -

Prepare daily attendance report. 
Calculating the discount for the employees according to their attendance.
Recording employees’ vacations.
Provide newly hires employees with social insurance. 
Evaluating the employees and follow up the branches.
Prepare and maintain company salary structure, job documentation, and job evaluation systems. 
Following up employees’ recruitment procedures
Responsible for filing and creating a filing system for all resumes.
Handling the search and selection process.
Screening and Searching the CVs.
Evaluating the candidates & preparing a shortlist.
manage and coordinate the interview.



