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	Personal Information:

	
	Name:
	Elie

	
	Last Name:
	Saliba

	
	Date of Birth:
	December 8th 1991

	
	Nationality:
	LEBANESE

	
	Marital Status:
	Single

	
	Address: 
	· MIKHAEL Saliba BUILDING, Ground Floor, 

Main Road, Bteghrine, Al Wata
Lebanon
· Sin el fil , main road next to gallery Elias al hajj
Mobile: +(96170144224) – Tel : (961 4272144)
E-mail: elie.m.saliba@net.usek.edu.lb            
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	Academic and Professional Qualifications:

	Institution
	Date
	Degrees or Diplomas

	USEK Kaslik 
	2012-2013
	Audit graduated may 2013

	
	
	

	Dhour Chweir official school
	2009
	Lebanese Baccalaureate – Part 2
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	LANGUAGE SKILLS (marked 1 to 5 for competence):

	Language
	Reading
	Speaking
	Writing

	ARABIC
	5
	5
	5

	ENGLISH
	5
	5
	5

	FRENCH
	4
	3
	4


	4.a
	PRESENT POSITION:

	
	Period: 
	June 2014 Till (Present)

	
	Location: 
	Elyssar Al maten

	
	Company: 
	Sohi w Sarih Sarl ( Monique Bassila Zaarour )

	
	Position: 
	Accountant And Internal Audit

	
	Description:
	Responsible of the accuracy and Data entry of all the accounting transactions (payables, receivables, payroll, general vouchers, banks deposits, transfers, Checks…) 

 Manages banks reconciliations. 

 Prepares statement of accounts for suppliers and clients. 

 Prepare the cash flow sheets and the income statement for the head office and for each of the 7 clinics. 

 Registers employees’ schedules & prepare their commissions in order to finalize the monthly payroll. 

 Prepare the monthly payroll 

 Assists with the preparation and coordination of the audit process. 

 General knowledge of taxations entries (VAT, NSSF, Income tax). 

 Maintains an organized filing system of the accounting. 

 Assists with the establishment of the salaries’ ranges related to the company’s hierarchical structure. 

 Maintains an organized filing system of employees, payroll, and HR documents. 

 Issues salaries certificates, NSSF documents and termination letters requested from employees. 

 Maintains a continuous support of forecast activities when needed. 

 Prepares updates and monitors the budgets of different entities. 




	4.b
	Work experience POSITION:

	
	Period:
	May 2013 till June 2014

	
	Location:
	Port de Beirut 

	
	Company:
	Pihl hourie : aarsleff Denmark (branch Lebanon) ; Pihl & sons Denmark (branch Lebanon) 

	
	Position:
	Accountant 

	
	Description:
	Data entry, vat, stock, cnss, banks statement , 

Auditing data entries 

	

	

	A.
	Work experience POSITION:
	

	
	Period:
	February  2014   till July 2014

	
	Location:
	Horsh tabet ( habtour square )

	
	Company:
	Terra flora sarl  

	
	Position:
	Accountant and auditor

	
	Description:
	Data entry, vat, stock, cnss, banks statement , 

Auditing data entries 


	B.
	Work experience POSITION:

	
	Period:
	March 2013 till may 2013

	
	Location:
	Antelias al-Maten lebanon 

	
	Company:
	Maurice kai auditing office

	
	Position:
	Trainee

	
	Description:
	Data entry, vat, stock, cnss, accumulate all information about auditing program.

	

	C.
	Period:
	January 2010 till January 2013

	
	Location:
	Bteghrine, El-Maten , Lebanon

	
	Company:
	Mediatech

	
	Position:
	Accounting and sales

	
	Description:
	International calls , mobile phones sales and repair

Networking Consultant, Laptops, Desktops, Security cameras.


	

	D.
	Period:
	Summer 2012

	
	Location:
	Dbayeh

	
	Company:
	Le mall ( decathlon ) azadea

	
	Position:
	salesman

	
	Description 
	sales

	


	E.
	Period: 
	August 2008( up to date )

	
	Location: 
	dikwene, El Maten, Lebanon

	
	Company: 
	Golden body

	
	Position: 
	Trainer

	
	Description:
	Give private lessons
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	Office skills :
	

	
	excel
	Perfect

	
	word
	Perfect

	
	PowerPoint
	perfect

	
	access
	good
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	RESEARCHES 

·  Xerox company fraud and solutions 
· Marketing project about Virginia biscuits
· Fitness and health project 
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	HOBBIES
· Listening to music 
· Sports (volleyball, gym, swimming , skiing) 
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	References *:
Upon Request
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