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 Dear Madam / Sir,

I am writing to express my interest in being considered as a candidate for any suitable position within your firm, with my education and experience I hope a great addition to your company.

  Throughout my career I have offered my clients a great customer service with a very well understanding of my clients' needs and delivering what I promised.

  I have established great relations with clients and co-workers based on trust and team work.

  I have the ability to work under pressure and meet deadlines with excellent communications and                   personal skills.

           Objective:

· Seeking a position in the commercial field where my educational studies and communication skills will be used and developed.

· Being an active part in a perfect working team, gaining experience, improving my skills and having the opportunity of more practices to be in a good career.

· Using my experiences to improve my team around me and to make sure that they’re using all their effort to teach the other and to pass the information they gain in a proper way to their colleges so that they’ll be ready to pass to the next step.

· Keeping individual workloads to a manageable level is to delegate different topics to different teams. For example, there could be a curriculum team, a facilities team, a budgeting team, etc. A useful tool for keeping track of ideas and seeing how they relate to each other 

EDUCATION:

            Faculty of commerce, zagazige  University, EGYPT
          B.Sc. Accountant          with a good grade                                     2013
               
             
WORK EXPERIENCE:

· Hegazy CONTRACTING CO, Cairo, Egypt.  
Accountant:   

                                                       

Effective from 2013 – Till 2015
· Morning shift only.

· Collection and depositing cash and bank check.
· Ensuring approved payments are released per agreed payment terms and all supporting documents are in compliance with Company Policies & Procedures.

· Assist in month end closing of management accounts, finalizing monthly provision schedule.

· Review of intercompany invoices and review of utility invoicing.
· Daily audit for all daily invoices.
· Monthly report for safe fund.

· Al-Ansarie Mega Store center, Cairo, Egypt


Retail Sales (supervisor)





                   Effective from 2013 - Till 2015
· Work night shift only.

· In door sales.
· Sort products on show room and stock room.

· Presentation for products.
· Make report for damaged or any problem on products.
· Selling all products on sells floor (Fashion, Home, Food and electronics).
· Providing customers with an enjoyable shopping experience.

· Providing excellent customer service. 

· Processing transactions quickly and accurately.

· Winning sales to meet targets.

· Maintaining eye-catching effective displays within the store.

· Taking pride in your store and maintaining it to a high standard.

· Following operating procedures 
KEY SKILLS AND COMPETENCIES:
· Experience in the administration field.
· Excellent knowledge of MS Office with strong Excel skills.
· Good communication and interpersonal skills.
· Customer service skills. 

· Perfect with computer use.

· Good presentation and excellent personal organization.

· A passion for the retail industry. 

· Comfort with shifts 

· Comfort with physical work. 

· Ability to work in a team. 

· Flexibility and punctuality.
· Analytical skills and attention to details.
· Good organization, time management and administrative skills.
· Ability to work under pressure in a high paced environment.

· Flexibility and willingness to multi-task.
· Experience in preparing and reviewing budgets, revenue, expenses, payroll entries, and invoices.
· Proven success in being able to resolve accounting discrepancies.
· Knowledge of financial applications and accounting applications.

· Ability to analyze financial data and prepare financial reports, statements and projections.
· Interpersonal Skills, Business Acumen, Problem Solving, Confident, Leadership Skills and Strategic Thinking.

· Ability to set priorities and assign work to other professionals.

· Ability to communicate effectively with others.

· Ability to maintain records and prepare reports and correspondence related to the work.

· Ability to analyze and recommend improvements in accounting systems.

· Ability to solve difficult and complex accounting and related financial problems.

· Ability to present accounting data in a clear and understandable manner to both technical and non-technical users.

· Knowledge of generally accepted accounting theories, principles, methods, practices, and terminology.

· Knowledge of office practices and procedures and routine office supplies and equipment.

                                 COMPUTER SKILLS:

· Programs:

· Microsoft Office                        Excel–Word–Access-PowerPoint.
·                                        .         
OTHER SKILLS:
· Critical thinker.
· Motivated self-starter.
· Reliable and accountable.
· Work well with people from diverse backgrounds.
· Show enthusiasm to learn and excel.
· Ability to adapt Well to Changes.
Language proficiency:
· Mother tongue is Arabic.
· Very good in English.
· Basic knowledge in French. 
 Personal details:

 Date of birth           :              1-4- 1990.
 Nationality              :              Egyptian.

