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Safaa
Safaa.366369@2freemail.com  

	                                                   Career Objective  


Seeking a challenging career where my acquired skills and education will get maximized to the best of my abilities. To associate with an organization where there is ample scope for organizational growth as well as scope for development of the individual.
	                                                    Area of Expertise


· Accounting Software

· Financial Statements

· Finance Analyst

· MIS

· Construction Accounting
· Financial Reports
	Professional Development


Bachelor of Commerce               : B. Com                               GOOD
University
: ISLAMIC UNIVERSITY OF GAZA (2007-2011)


: Gaza, Palestine. 
	Key Experience


· 1.0 Years working experience as An Accountant at Al Wafaq For Relief and Development (Gaza-Palestine)
· 1.0 Year working experience as An Accountant at Al Dhafer Gen Cont. Co.(Gaza-Palestine)
· Sound knowledge in Microsoft Word, Excel (Advanced),Outlook.
	Professional Experience


II. M/s Al Wafaq For Relief and Development –(Palestine)
Position
: Accountant
Duration
: 1st July 2012– 31st Aug 2013
Job Purpose                      :   Charities receive donations from state-funded Saudi Arabia, which plays as a role which benefit mainly orphans and war victims

Reporting
:       Responsible for reporting to Head of Finance Dept.
Work Contacts                 :    INTERNALLY:   projects Department, Social Work Department, 
                 :   EXTERNAL         : Ministry of Interior, Foreign charities supporting, Auditors
Responsibilities               :      
-Prepare payroll and sent to the bank to convert them to employees account

-Preparing your settlement account of the bank Assembly

- The procedures for issuing checks and bank correspondence and procedures to open new accounts in the bank's books

-Preparing the list of beneficiaries set out the amounts each beneficiary and sent to the bank and follow-up to receive the payments to beneficiaries
-Issuing checks amounts to the beneficiaries and delivered them at the Assembly Manage petty cash delivered to staff and follow-up account

-Follow-up staff advances, follow-up and deducted from the monthly salaries.

-Received Donations, Zakat and deposited in the bank a month

-Follow-up charity projects funded by the Assembly (such as rehabilitation with audio and visual special needs) of:

-Received Payments from the financier and the follow-up distribution and disbursed in accordance with the specific items by financier

-Follow-up account Assembly Cache Fund and the work of the settlement at the end of the month

-Preparing annual financial reports
I.  Al Dhafer General Contracting– (Paletine)
Position
Accountant cum Secretary (Construction) 
Duration
: 01st August 2011 – 25th June 2012
Responsibilities                : Maintain of daily cash and ledger books & petty cash controlling.

 - Preparation of monthly Bank Reconciliation Statements.

      - Preparation of salary sheets for the employees.

 - Preparing the monthly reports of accounts receivable and payable.
·  Preparation of Contracting Account.

·  Preparing sub. Contracting account & Payment Certificate for Main. Cont.

· Preparation of Balance Sheet, Profit and Loss Account &Trial balance.

  - Cash Flow forecasting Statement for Projects.

-Experience in L/C for Electrical materials Local & outside of UAE.

-Handling Accounts up to Finalization.
-Depreciation for Fixed Assets.
-Meet all audit requirements
Secretary reasonability

• Attending coming calls and connecting it to the concerned person.
• Ensures the Front office /Reception area is kept clean.
• Responsible for receiving Fax/International calls in the office.
• Renewal or getting new Insurance done for all the employees.
• Opening Bank Accounts for new employees.
• Booking tickets as per the management requirements.
• Arranging hotel bookings as for employees or clients after getting management approval.
• Receiving couriers that come for the company/management.
• Register minutes of meeting
	 Computer Knowledge: - 


Accounting Packages: -

· MYOB.

· ERP system (Oracle).

· Dac Easy.

· Strong Understanding for all Software Accounting

· Have Excellent Knowledge about OIL ACCOUNTING

Office Automation: -

· Microsoft Word.

· Microsoft Excel.(ADVANCED) including  pivot tables& V lookup Charting and Financial Analysis
· Microsoft PowerPoint.
· Microsoft Access.
	Personal Skills: -


· Good communication skills.

· Believe in continuous learning.

· Strong analytical and problem resolving skills.
· Basic knowledge of mortgages and banking product accounting.

· High level of Computer knowledge skills
·  Excellent interpersonal relationship skills
· Team work
	Declaration: - 


I hereby declare that all the above information is true and correct to the best of my   knowledge and belief.

