Hoda M Zeitoun
Kornish Al Mazraa - Zreik Street – Ali Mansour bldg - 6 floor – Beirut - Lebanon 

Mobile: 009613170129

Personal e-mail: hodazeitoun@hotmail.com 

----------------------------------------------------------------------------------------------------------------------
PERSONAL SUMMARY:
Confident, and  multi-skilled I have more than 20 of years’ experience with excellent Knowledge of finance & accounting procedures. Exceptional analytical & problem solving skills & able to provide financial information to all areas of the business whilst ensuring that all management information is accurate. I have also experience in taxes in addition to the excellent knowing of all computer programs.
Professional Experience 

British Airways Plc, - Lebanon November 2012 – 31-Jul-2015
Finance Executive & Admin
Ensure all financial, taxation, accounting, treasury and relevant legal matters are in line with British Airways and IAG policies whilst fully complying with local legal and regulatory requirements. To remain in direct contact with local authorities, suppliers, line management, functional and area managers within the country, region or at Head Office. To provide general support for the IAG Group when required.

Principal Accountabilities *

· Responsible for full Adherence to all fiscal, legal and regulatory requirements in line with corporate policies & country specific requirements.

· Responsible for negotiation, maintenance and management of supplier contacts (limited to the area of responsibility) to ensure contracts are compliant and in line with business needs.  Key areas of activity include but not limited to supplier contracts, tax and legal advisors, maintenance of local accounting system and facilitation and reconciliation of tax payments.

· Responsible for the reconciliation of relevant supplier invoices, ensuring these are validated timely on Document Flow Management (DFM) and  to undertake a reconciliation of physical invoices vis-à-vis DFM

· Maintain local books and ensure timely completion of all statutory and company reporting.  Ensure internal controls are enforced and correctly reflected as per the Station Control Manual. Maintain documentation and provide full support in internal and external audits.

· To support the Line & HR wherever possible, with any administrative or HR activities as and when required. 
· Provide support to any business related activity in line with business and departmental needs.  Represent, promote and protect the best interests of the company with external organisations, local authorities & competent institutions.
· VAT preparing and completing the forms on quarterly basis  and sent to the Ministry of Finance  

· Monthly Payroll,

· Monthly Social Security subscriptions

· Payroll Tax every quarter  

· Bank reconciliation

· Sent weekly reports to Head Office (receivables, payables).

· Processing and reconciling petty cash and Float certificate

· Cheques request

· E-mails

· Preparing letters (staff, government, embassies etc..) 

· Preparing letters for staff ,bank & official departments

· Handling all office requirements 

· Excellent command of computer skills ( Excel, Microsoft Word , Outlook and any Accounting software )

British Midland Airways – Lebanon    May 2006 – October 2012 

Finance & Admin Assistant –
· Preparing sales invoices & the upkeep of an accurate accounts filing system. 

· Preparation and input of month end journal vouchers. 

· Inputting, matching, batching and coding of invoices. 

· Debtor and Creditor reconciliations. 

· Preparation of various reports for senior managers. 

· Responsible for financial accounts including budgets and cash-flow. 

· Conversant with VAT reconciliations. 

· Conducting regular business reviews of financial performance. 

· Proactively identifying business improvement opportunities. 

· Fixed Asset accounting, reconciliations and depreciation journals. 

· Ensuring that information is accurately collated & entered into systems. 

· Preparation of bi-weekly invoice and expense claim payment runs. 

· Assist in the preparation of monthly balance sheet account reconciliations. 

· Inputting of supplier invoices and employee expense claims to the ledgers. 
Working on Oracle and local accounting software
Kuwait Airways – Lebanon    February 1992 – April 2006 
Accounts Officer  
· Checking of agents sales reports and Cargo sales

· Issuing of Invoices / Credit Notes and Refunds

· Preparing manual receivable reports and payables

· Preparing of Journal voucher and registered into general ledger 

· Trial Balance / Balance sheet.
· Bank reconciliation 

· Payroll

· Social Security and Income Tax 
· Stock Tickets reconciliation 

· Petty cash 

· Checking staff annual leave 

· Preparing letters ( staff, embassies, government )
· Issuing cheques 

· E-mails

Skills 

COMPUTER SKILLS:
Microsoft Word, Excel, Access, PowerPoint, Outlook Express, Microsoft Windows , Microsoft Office and any Accounting program

Languages: 
- English (excellent written, spoken, read) 

- Arabic (excellent written, spoken, read) 

- French (excellent written, spoken, read) 

Education 

1988 – 1991:  Beirut Arab University - Beirut 
Bachelor of Business Administration 

1970 – 1987: Ecole Notre Dame  

Lebanese Baccalaureate 

Personal: 

Date of birth: November 6, 1967

Marital status: Married

Nationality: Lebanese 

Children: Two 

References: Walid Kanaan -00961 3 234137
                   Carole Sabella -00961 3 464255

