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Career History:

international- Egypt           
Accounting Senior Officer2008 to 2014 


Treasury keeper & Accountant 2005 to 2008

Job Description:
· Head of cashiers- responsible of all petty cash and expenses analysis 

· Responsible of wages preparation process with relevant reports 

· Prepare the following reports;  P&L analysis, aging receivable report , aging payable report
· Assisting in handling the cash flow 
· Handling cash expenses and revenue for corporate office - supervising cash expenses and revenue for projects

· Coordinating with the banks representatives and company's personnel to get the payments on time.

· Coding petty cash voucher - posting petty cash voucher - review advances and expenses

· Reconcile cash balance with GL balance - prepare cash payroll checks -review and maintain outstanding cash payment

· Preparing a report of all the outstanding and overdue payments on a daily basis. 

· Forecasting and analyzing the operating expenses,

· Monthly adjustment for wages - prepare bank reconciliations - prepare petty cash voucher

· Handling receivable 

· Used timber line system to entry all transactions,  monitoring the proper completion of all the required documents for all transactions.

· Administrating and maintaining records of all the relevant documents 

· Assuring the compliance of company policies and procedures 


Xerox- Egypt   



Junior Accountant 2004 to 2005

Job Description:
· Maintains financial records for subsidiary companies by analyzing balance sheets and general ledger accounts.

· Reconciles general and subsidiary bank accounts by gathering and balancing information.

· Provides financial status information by preparing special reports; completing special projects.

· Corrects errors by posting adjusting journal entries.

· Maintains general ledger accounts by reconciling accounts receivable detail and control accounts; adjusting entries for amortizations prepaids; analyzing and reconciling retainage and accounts payable ledgers; preparing fixed asset depreciation and accruals.
· Secures financial information by completing database backups; keeping information confidential.

· Maintains accounting controls by following policies and procedures; complying with federal, state, and local financial legal requirements.

· Updates job knowledge by participating in educational opportunities; reading professional publications.

· Accomplishes accounting and organization mission by completing related results as needed.

Orascom international- Egypt           


Payroll Clerk2003 to 2004
(Al BasateenProject )
Job Description:
· Responsible of payroll clerk & time keeping at one of Army projects of US. Aid 

· Responsible for Compiling and posting employee payroll data and manages hours clocked. Creates and distributes paychecks in accordance with hours worked and corrects paycheck errors.

Travel Mark - Egypt           



Tour Leader2003 to 2004 
· Provide general knowledge of attractions and destinations.

Develop and maintain an information file Prepare and deliver commentary 
Prepare for tour by making arrangements and confirming reservations - Conduct tours - Complete tour reports, daily logs and expense reports 
Assist special needs clients - Escort passengers

Education
· BSc – Faculty of Commerce Cairo University-Location: Cairo, Egypt   Completion Date: ongoing 
I am member now at open Education center-Cairo University
Faculty of commerce 3nd year 

· BSc -  Faculty of Arts at Ain Shams university
Location: Cairo, Egypt   Completion Date: May 2003      European civilization sector
Skills 
General Ledger, MS Excel, MS Outlook, MS PowerPoint, MS Word, Multimedia, Windows
Languages 

French:Level: Intermediate Conversation –Excellent reading and written
EnglishLevel: Intermediate Conversation –Excellent reading and written
ArabicLevel:Mother Tongue
Personal Information 

Birth Date: 17 April 1980 

Gender: Male  

Nationality: Egypt   

Marital Status: Married 

Driving License Issued From: Egypt    

References- upon request  
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