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Hatem
Deputy GM-Finance & Admin
UAE-Dubai Employment Visa
Email:    hatem.365604@2freemail.com 
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CAREER OBJECTIVE
[image: image3.jpg]



Secure a responsible position in account management and serve as an account representative sharing my breadth of experience in money management and abilities effecting mutual employee and employer growth and success .and to apply my administrative talents and networking knowledge, while finding ways to streamline and organize company operations.

PERSONAL PROFILE

My main task, which I have learned in my current job, is to manage funds, to coordinate continuously between accounts payable, receivables and checks issued Especially PDC checks, bank instalments and others., and to ensure cash on a timely basis on a permanent basis at all branches of the company in Jordan and Georgia. Follow up with Deep processes. To make sure everything is organized. To provide the best service to our customers. Follow up with the reservations department that everything is done in order.

WORK EXPERIENCE

· Deputy GM-Finance & Admin
Wonders Infinity Tourism LLC Dubai
EMPLOYMENT DATES (December 2011 – present)
· Accounts Department.
· Operation Department.
· Admin assistance.
· controlling accounts payable, accounts receivable
· Closing the Petty cash weekly.
· Preparation of cash flow projections, Manage the funds accordingly and comparison with actual cash flow.
· Following up the booking requests from the Agents with the reservation Dep.
· Chaking the visas requests and the posting status.
· Approving CPV, BPV before disbursement.

· Al Thuraya Travel & Tours –Jordan

Credit Manger
From April-2004 Till November 2011
· Prepares bills and posts payments to customer accounts.
· Reconciles accounts receivable to General Ledger.
· Follow up bad debts.
· Communicates with employees, managers, and customers to clarify information and to explain the billing processes.
· Coordination with the account payables to organizing payments
· Posts customer payments by recording cash, checks, and credit card transactions
· Accomplishes accounting and organization mission by completing related results as needed.
· Protects organization's value by keeping information confidential.
· Prepares PV,RV,JV

· The central industrial company-Jordan
Assistant Finance Manager.
From November 2002 - May 2003
· Work closely with the Finance Manager to ensure smooth operation of all finance matters
· Support the Finance Manager by inputting into sales and purchase ledgers from source documents.
· Matching invoices to statements and purchase orders to invoices
· Input accounting data into the accounting system with speed and accuracy
· Assist in the production of financial statements and applications, preparation of
· Spreadsheets, reports and correspondence as required
· Plan, organize and manage own workload to ensure your contribution to the
· Company’s monthly financial reporting process is achieved in a timely and accurate manner.
· International Center for University Services-Jordan

Accountant
from October 2001 till October 2002
· The Responsibilities:-
· Documents financial transactions by entering account information.
· Reconciles financial discrepancies by collecting and analyzing account information.
· Prepare bank reconciliations.
· Matches receivables and payables.
· Other duties as assigned.

Education:
)Graduated On 1999) Bachelor’s Degree fromPhiladelphia University In
Accounting
Science Specialization. (Jordan).
· (March-2000) Certificate in practical applications of accounting books and computers from The Sallam Center for Accounting and computer Accounting (Jordan)

