Mohamed 
OBJECTIVE
Seeking a job in a professional and dynamic organization where I have chance to apply my skills and acquire knowledge along with the right tools to increase the present value of my organization and myself .
Personal Information

Date of Birth
:  12th September, 1987
Nationality        
:  Egyptian
Military service 
:  Exempted 
Marital status   
:  Single

Education Information

University

:  Ain Shams University
College

:  Faculty of Commerce
Major

: Accounting
Graduation year
: 2008
Overall grade
: Pass
PROFESSIONAL Skills

Languages               :   Native language Arabic

                      Excellent command of both written and spoken English 

Computer skills    
   :    Excellent knowledge of 1-Microsoft office



                                                2- Internet

                                                                                        3-OS (Windows – MAC– Linux)
Experience
Work 
· Worked for C&T Group As An Accountant / Procurement Specialist From
 01 Aug 2013 Till Now.

Main Responsibilities:
· Full Cycle Bookkeeping
· Prepare and verify daily reports
· Review all invoices for appropriate documentation and approval prior to payment
· Manage all aspects of A/R, A/P and Billing

· Prepare daily income/sales and prepare daily journal entry

· Receiving supplier’s invoices and obtain approval as good or services are received.

· Verifying calculations for payment and calculating withholding tax.

· Preparing checks and bank transfers

· Updating check log with check details and sending it to relevant person on a monthly basis.

· Bank reconciliation on monthly basis

· Tracking employees and suppliers advances on monthly basis

· Payroll specialist

· Matching an invoice items with P.O approved.

· Submitting Monthly report of outstanding invoices with the proper follow up.
· Monthly financial reports for management

· Manage employee credit card applications and charges
· Preparing Sales Taxes statement.

· Preparing yearly financial statement

· Interfaces with Product Line Planning Manager to plan and prioritize purchasing activities.

· Reviews planned orders, create requisitions for purchased items, and manage approval process.

· Transmits and prioritizes approved purchase orders and supporting documents to supplier.

· Tracks order acknowledgement, prepares and communicates shortage and backlog reports, and provides visibility of potential interruptions to internal customers.

· Tracks orders and confirms system lead times, delivery dates, and costs.

· Reviews, updates, and maintains purchase orders until they are closed.

· Ensures orders adhere to supplier agreements and contracts; reports nonconformance.

· Identifies opportunities and implements actions to achieve efficiencies.

· Contributes to consolidation, reduction, and rationalization of the local supplier base.

· Worked for Etisalat Masr in Technical Support From
 05 Oct 2009 Till 31 July 2013.

Main Responsibilities:
· Handle all incoming and outbound calls related of the technical support. 

· Escalate problems, provide relevant feedback to the right channels & recommend claims for eligible customers. 

· Provide the customer with proper technical solutions in order to solve his problem. 

· Use the available methods & tools to develop the skills & information to fit the customer requirements. 

· Apply appropriate actions to control telephone calls in order to achieve accepted service level. 

· Conduct training sessions to call center staff to transfer the gained experience. 

· Handle some relevant issues such as the backlog & trouble tickets 

· Act as floor delegate by handling different assigned tasks such as escalated calls, report the outage, and ensure smooth work flow. 

· Decide after troubleshooting USB & ADSL route Replacement. 

· Recommend Deactivation of the service in specific cases 
Courses 
· MCITP                                                             (Yat 2011)
· CCNA                                                     (Segma IT 2010)
· RHCE                                                               (Yat 2012)
· Finished Conversation English level (409)   (AUC 2008)
· Finished Conversation English level (412)   (AUC 2009)
· Finished Conversation English level (415)   (AUC 2009)
· Computer – Microsoft office                         (ICDL 2007)
· Human development program         (Dr Ibrahim el Feki 2008)
Personal strength   
Ability to work under pressure and able to learn and accomplish new tasks quickly.

High challenging spirit.

Self motivated.
I have self control if I were angry.

I like to work as member of a team. 

I abide by the instruction given to me.

Accomplishments

Achieved 10% cost reduction by eliminating redundant processes at CT Group.

Employee of the month at CT Group after implementation a new network plan for TB2 CAI 

Employee of the month at Etisalat Misr For May 2010, Sep 2011 , Feb 2012

Etisalat Misr Champion award for outstanding performance.
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