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	awkar-harret bellani street-

Nicolas chouceir bldg,1st floor


	D.O.B. 01-03-1989.Phone +961-70-241966 • E-mail patricia.elkhoury@gmail.com


patricia el khoury
	Objective

	
	I am currently looking for a full time position in an environment that offers a greater challenge and the opportunity to help the company advance efficiently and productively. My aim is to gain experience & enhance my abilities in a job related to my field that could offer me further opportunities and room for growth in a stable and growing organization.

	Education

	
	2005-2007   Jesus and Marry school                          Rabieh,           Lebanon

BACC II degree in Economics and Sociology
Elected Student Council 2003-2004
Student Council President 2003
2007→ 2011
Lebanese American University (LAU)  Beirut, Lebanon

 BS in International Business   
· Graduated in Spring 2011
· Honor Student for the Terms Fall and Spring 2011



	Languages

	
	· English, Arabic: Both fluently written and spoken.
· French: fairly written and spoken


	Work experience

	
	HR and Purchasing Department Senior Officer from March 2014 until present, at gig| Fajr Al Gulf, Beirut.
· Auditing incoming invoices : Quantity ordered, Quantity delivered and Invoice Balance

· Auditing outgoing checks in reference to their Invoices 

· Payroll Processing

· Checking employees’ attendance with Punching Reports for the preparation of the monthly transportation allowance and Payroll
· Preparation of the company’s Entrance Exam for new recruitment: English Exam- IQ Exam – Application Form.

· HR Letters- Certificates upon employees’ request
· Issuing of MEMOs

· Schooling

· Preparation of Daily, Weekly and Monthly Reports

· Preparation for Board of Directors meeting

· Job Descriptions

· Preparation of : كتاب تثبيت and كتب التعيين 
· Preparation of Employee Handbook

· Preparation of HR Procedure Manual

· NSSF official papers : Employment and Termination 
· NSSF medications: to be prepared and presented to the NSSF in order to collect their amount

· Ensuring the presence of all required printing materials

Assistant to Payroll Officer from Fall 2007 →Spring 2011, and

Part time Staff Assistant to Payroll Officer from Summer 2011- December 2013,

In the Business Office at the LAU (Lebanese American University) Beirut.

· Manual General Ledger entries 

· Account Analysis 

· Payroll Processing 

· Amortization 

· Preparation of pay slips for monthly payments 
· Oracle training, testing, and implementation on HRMS Manager & General Ledger.

· Travel Corporate Cards: checking and payments

· Schooling

	Computer Skills

	
	· Microsoft Word

· Microsoft Excel

· Microsoft PowerPoint

· Microsoft Access 

· SPSS 

· Oracle
· SETS (basic knowledge) 


	General  Skills
	

	· Team work: Supportive, facilitator, organized

· Interpersonal Skills: Listener, adviser

· Customer orientation: Welcoming, friendly, caring, approachable

· Networking skills: Initiator, trustful, personable

· Willing to learn: Motivated, adaptable, enthusiastic, active

· Numeracy, analytical and problem solving skills

· Excellent telephone manner and neat.

· Highly organized and capable of working well under pressure.

Community Activities

	

	
	· Arc-En-Ciel, community service 100 hours

· Representative of Jesus and Marry School in the “Leadership Orientation” in Dunes-Verdun, Beirut, in 2003

	Fields of interest

	
	Public Relation-Travelling-Swimming 

	References

	
	· Mr. Joe Nohra, Payroll Officer & Accounting Supervisor of LAU Beirut.

Tel: 70-639495

· Miss Malak Majed, HR & Quality Control Manager gig| Fajr Al Khalij –Beirut

Tel: 71-359505


I can provide for further information upon request.
