Zeina Outa
Beirut - Lebanon

Mobile : 71-207781
Email: zeina-outa@hotmail.com
Personal Details: 









     

Nationality:

Lebanese

Date of birth:

July 14th, 1992

Marital status:

Single

Gender
:

Female

Objective:












Seeking a challenging position in a progressive business organization that offers opportunities for advancement and where my skills can be successfully employed and developed. 

Education: 










           

2010 to 2014

“Arab Open University”




BA in Business Studies with Accounting
2010


“Zahia Kaddoura Public High School”
Lebanese Official Baccalaureate – Economic – Bac II
Experience Record: 









           

Dec. 2012 till date 

Accountant & Officer at “Fashion Tuesday Sarl”

· Performing various accounting transactions of daily and monthly operations (PV, JV, RV...).
· Concluding reconciliations with suppliers and filing all types of documents (PV, JV, RV...).
· Carrying out data entry responsibilities of all purchasing invoices.
· Creating the articles on the system and generating code bar & label for each group of articles.
· Processing the goods specifications for all brands (color, size, article type, wholesale price and retail price).
· Performing the necessary actions/entries for items that are returned from the affiliations or retail shops to the stock.
· Communicating with travelling agencies and hotels to accomplish reservations required.
· Following up for visa issuance and resolving any pending issues.
· Exchanging professional emails and answering all phone calls.
· Handling customer complaints and preparing reports for top management consideration.
Sep. 2012 to Nov. 2012
Officer at Saba & Co. IP

· Carrying out data entry responsibilities of customers’ information.

· Maintaining up-to-date and accurate data base.

· Performing systems back up tasks.

· Continuous monitoring and checking of information validity.

· Generating periodical system reports.
May 2011 to Aug. 2012
Receptionist at AMB Group
· Answering phone calls and handling complaints in coordination with superiors, if needed.

· Receiving visitors and having introductory discussions on their visit purposes. 

· Carrying out data entry responsibilities of all invoices.

· Exchanging business emails and faxes.

· Setting appointments according to pre-agreed schedules.

· Following up for finalizing any pending administrative issues.
Feb. 2011 to May 2011
Administrative Officer at LaboTech Engineering
· Carrying out data entry responsibilities of all invoices.

· Answering phone calls and communicating tasks with team members.

· Exchanging business emails and faxes with suppliers and customers.

· Concluding reconciliations with suppliers and filing all types of documents.

· Handling customer complaints and preparing reports upon managerial requests.

· In charge of petty cash and ticketing responsibilities.

· Performing limited accounting tasks in respect of transportation salaries.

July 2010 to Oct. 2010 
Trainee in Accounting Department at Husseineh Company
· Practicing various accounting transactions of daily operations.

· Carrying out numerical data entry responsibilities.

· Performing journal vouchers and statements of accounts reconciliation.
· Generating periodical balance sheets and income statements from the system.

· Organizing and filing all types of financial documents.

Languages:









           
---------------
· Fluently speaking and writing English & Arabic. 
Skills:









           
------------------------
· High standard of discipline, commitment and responsibility.
· Knowledge of principles and practices of organization, planning, records management and general administration.

· Capable of doing research on various projects.
· Excellent communication skills.
· Organized, result-oriented team member with strong analytical, problem solving, and leadership skills.
· Ability to work efficiently under extreme pressure.
Computer Literacy:









           
------
· Proficient with Microsoft Office System (including Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Microsoft Outlook).
· Arena System Program.

· Orient System Program.
Hobbies:









           
---------------
· Reading, Biking, Music and Watching movies.

