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	Personal Details
	


AIDA JERIES WAKIM
06-February-1971
Lebanese.

Kreidleh bld-Bchamoun-Lebanon
961-70-136948
wakimaida@gmail.com.

	Career Objectives


Seeking a position to optimize and improve my studies in order to gain more experience for broading my horizon, achieving fulfillment and growth for the organization that I work with.

	Educational Background


2003-2006:                   Business & Computer University College (BCU).

                                   Bachelor in Marketing & Advertising.
1990-1992:                   Lebanese University
                                   English Literature (2 yrs).
1988-1989:                   Al Kalaa School.

                       Lebanese Bacc. 2 (Experimental Science).

Work Experience 
May 2016 – Till date:     Adways group
                                  Accounting Department

                                  Preparing invoices for clients.

                                  Entering all Journal vouchers, Receipts, Credit / Debit Notes.

                                  Customer service.

                                  Reconciliation of Customer’s accounts.

	Sep. 2011 – Mar 2016:   Toy Market Trading SAL
                                Collection Receivables Department;

                                In charge of Pharmacies Accounts as for reconciliation, collection …

                                In charge of all company return vouchers,

                                In charge of entering all receivables receipts on customers’ accounts.

                                Preparing the collection amounts for sales representatives.

                                Visiting Clients for supervision.

                                Assisting in the End of year Inventory, (checking on counting of stock 

                                           Quantity and Quality).

                                

	

	


APRIL 2011 – Sep. 2011:    JR Sun Paper Group MEA   

                                      Operation officer.
                                      Handling all operations between clients and Suppliers.

                                      Preparing Invoices and documentations (Bill of  

                                      Lading, COO, Packing List...)
                                      Following on costumer’s account.

                                      Daily updating of order processing.

Feb.2002-April 2011:          M. M. Sinno & Sons.
                                    Assistant sales manager.

                                    Cashier.
                                    Practicing the daily transactions on cash accounts.

                                    Bank reconciliation

                                    Stock Controller Supervisor.            

                                    In charge of checking on sales orders & Invoices.
                                    In charge of Signing sales orders & invoices.

                                    In Charge of Sales Statistics.

                                    Transferring Items between Warehouses.

                                    Customer service.

                                    Reconciliation of Customer’s accounts.

                                    Assisting in developing new offers for market. 

                                    Forwarding new prices to customers.
Updating the company’s Price list

Preparing Credit and Debit Notes. 

March1998- Dec.2001:    Clinic Dr. Suhail Farah.
                                    Doctor Assistant.

                                   Preparing schedules for patients.
                                   Preparing Patients’ files.       
                                   Answering phone calls.

                                   Assisting the Doctor when needed.
 Sep.1990-Jan.1993:    Al Kifah Al Arabi Magazine.
                                    Macintosh Operator.
                                    Preparing & editing Articles & news.
	IT Skills
· EDM.
· Visual Dolphin.
·  Dolphin Fox Pro Stock.


  -   Dolphin Fox Pro Accounting.
· Silicon Payroll System.
· Microsoft office (word-excel).
· Macintosh software.
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