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Hoda
hoda.369614@2freemail.com 

Education:
· 2016: Bachelor of Accountancy, Benha University 
Experience:
· Aug 2016 – April 2017: Junior Accountant at Tarek Ahmed Mansour Public Accountant and Auditor’s Office: 
· Document financial transactions by entering account information. 
· Maintains general ledger accounts by reconciling accounts receivable detail and control accounts; adjusting entries for amortizations prepaid; analyzing and reconciling retainage and accounts payable ledgers; preparing fixed asset depreciation and accruals. 
· Maintains accounting controls by following policies and procedures and preparing and recommending policies and procedures. 
· Corrects errors by posting adjusting journal entries. 
· Updates job knowledge by participating in educational opportunities and reading professional publications. 
· Ensure accurate and appropriate recording and analysis of revenues and expenses. 
· Post customer payments by recording cash, checks, and credit card transactions. 
· Post revenues by verifying and entering transactions form lock box and local deposits. 
· Analyze financial information to recommend or develop efficient use of resources and procedures, provide strategic recommendations and maintain solutions to business and financial problems. 
· Summarizes receivables by maintaining invoice accounts; coordinating monthly transfer to accounts receivable account; verifying totals; preparing report. 
· Meets accounts receivable financial standards by providing annual accounts receivable budget information; monitoring expenditures; identifying variances; implementing corrective actions. 
· Reconciles general and subsidiary bank accounts by gathering and balancing information. 
· Secures financial information by completing database backups and keeping information confidential. 
· Maintains accounting databases by entering data into the computer; processing backups. 
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports. 
· Verifies financial reports by running performance analysis software program. 
· Jun 2015 – May 2016: Customer Service at Infinite for car rental: 
· Resolve customer complaints via phone, email, or social media by determining the cause of the problem, selecting and explaining the best solution to solve the problem, expediting correction or adjustment, and following up to ensure resolution. 
· Use telephones to reach out to customers and verify account information. 
· Advise on company information. 
· Attempt to persuade customer to reconsider cancellation. 
· Inform customer of deals and promotions. 
· Utilize computer technology to handle high call volumes. 
· Work with customer service manager to ensure proper customer service is being delivered. 
· Compile reports on overall customer satisfaction. 
· Handle changes in policies or renewals. 
· Maintains customer records by updating account information. 
Extracurricular Activities:
· Feb 2016 – June 2016: The Head of entrepreneurship committee at Masr works 
· Making the team plan 
· Evaluate the team 
· Make events 
· Train the team members 
Workshops:
· Oct 2015: Intilaaqah for entrepreneurship skills (applied by Shell Company & British council): 
· Entrepreneurship skills. 
· Marketing & sales. 
· Principles of financing. 
· Nov 2014: Build Your Business (applied by Microsoft & EFE): 
· Entrepreneurship skills. 
· Marketing & sales. 
· Principles of financing. 
· Cause Marketing 
· Communication skills 
· Presentation Skills 
Courses:
· Sept 2016: IELTS Preparation (English2day) 
· 2015: Introduction to PMP (Project Management Professional) (Benha University) 
· 2015: Introduction to HRM (Human Recourse Management) (Benha University) 
· 2015: Photography (Benha University) 
· 2015: Photoshop (Benha University) 
· 2014: Customer Service (Benha University) 
· 2014: Introduction to Financial Marketing (Benha University) 
· 2014: Marketing (Benha University) 
· 2014: Crisis Management (Benha University) 
Personal Data:
· 2014: Computer maintenance (Benha university) 
· 2014: Presentation Skills (Benha University) 
· 2014: HR (ministry of Youth and Sport) 
· 2011: ICDL V4 (International Computer Driving License) (UNESCO) 
Online Self-Study:
· April 2017: Programming for Everybody (Python) (Coursera) 
· March 2017: Principles of Financial Accounting (Coursera) 
· Sept 2016: INSIDE IELTS (CAMBRIDGE ENGLISH LANGUAGE ASSESSMENT) 
· Jul 2016: Introduction to accounting (EdX) 
· Initiating and Planning Projects (Coursera) 
· Adobe Photoshop CC and Illustrator CC (YouTube) 
Skills:
Computer Skills:
· Upper-Intermediate in Microsoft office (Word / power point / Excel/Access). 
· Intermediate at Peachtree 
· Intermediate at Photoshop, Lightroom, and Illustrator 
Language Skills:
· Arabic: Mother tongue 
· English: IELTS Test (Academic) 
- Listening: 6.5   - speaking: 6   - Reading: 6   - Writing: 7
•  Date of birth: 1st January 1994.
•  Nationality: Egyptian
•  Marital status: Single
•  Visa Type: Visa Type (Valid till 30/07/2017)
