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    Mohamad H. Mazboudi
	 Education:

	2014 Nikon school certificate in photography 

2009-2013  British degree  
2009-2013  BA in Business System AOU (Lebanese and British)
2001-2004 BT3 Informatique CIS College 

	Experiences :

	· freelance photographer 

2014-2014  Jika transportation 

· transportation and logistics company located in port of Beirut

· My responsibilities are following the drivers and prepare the containers papers.

· I was responsible for 25 truck drivers.

· Other than that i was responsible also on the mechanical workers to stay on time in maintenance of the trucks.

· Checking the invoices and prepare the daily transaction before sending to the accounting.
2010-2014 Accounting and data entry at Mazboudi for office furniture 

· It’s a small factory the main purpose it’s to  produce office furniture I was responsible on following the employees to reach the customers need and quality control of the product.

· Purchasing raw material for the production line.
· Beside quality control and purchasing my main role was bookkeeper by recording and maintaining the financial records, as processing account payable as entering invoices and check the bills.

· Monitoring purchasing orders and matching them with the invoices and ensuring that bills are paid in timely manner 

·  Processing account receivable as customer’s bills and invoices and sending them to customers and making sure to be entered in their accounts and contacting them with past-dues invoices to make payment arrangements.

· Preparing bank deposits of payments and checks.
2005-2009 Accounting in Hana Trading Co.  Lebanon office manager 
Responsibilities:

· Maintains database by entering new and updated customer and account information.

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.
· Maintains data entry requirements by following data program techniques and procedures.
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.
· Monitor and review accounting and related system reports for accuracy and completeness.
· Supervise the input and handling of financial data and reports for the company's automated financial systems.

· Following Lebanese customers and prepare the invoices and data sheet.

· Interact with internal and external auditors in completing audits. .

2003-2005 internet cafe supervisor at Connect
   

	Languages :
Computer skills :
Address  :
Objective:

Activities 


	Arabic: Native language 
French: written , read and spoken

English: written , read and spoken

windows, excel, word , PowerPoint, access, adobe Photoshop adobe lightroom, dolphin (accounting program)

Bchemoun, main road kriedly street, al mahaba building 3rd floor .
To obtain a good position and get experience in a job those have operation and accounting management , process improvements and implementation, and client relations 
Photography (1rst prize AOU photography competition spring 2013)

Nikon school certificate 

Photography club member at AOU.
Internet research, chess, reading. 

	
	 

	
	

	
	


