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Aleen Topalian

	Objective

	
	To build a successful and enriching career in the company that I work for

	Education

	
	-Masters in Business and Management 
St. Joseph University USJ 
Ashrafieh Rue Huvelin
-Lebanese Baccalaureat  Hripsimiantz School . 

	Languages

	
	Speaking, reading and writing Lebanese Arabic , English, French, Armenian and Portuguese.

	Work experience

	
	Feb 2013- April 2019 : CEGINT OFFSHORE (COMPTOIR D’ELECTRICITE GENERALE INTERNATIONALE OFFSHORE)
Accounting Department:
Accounting officer

-Day to day transactions- Banks Reconciliation- Cheques issuance –Invoicing.
-Excel Reports related to each section manager travel fees expenses and charges occurred.

Marketing Department:
Executive assistant to Marketing Department Manager:

-Preparing Quotations, Offers and Invoices to customers.

-Preparing Confirmation of Orders to Suppliers.

-Checking Confirmation of Orders to Suppliers.

-Preparing Orders Bookings with suppliers and Commercial related correspondence.

-Reporting Turnovers to Suppliers.

-Elaborating regular Statistics and  Analysis.

-Entering Data in a in-house Data Base and  using its report-generation  application(s) to print out reports related to Orders and Sales Data.

-Pricing Structure.
-Preparing  and/or checking Price List.

-Filing and Drafting Faxes/Letters/E-Mails/Daily works.
Feb 2009-Sept 2011: GA Bazergi&Sons (Suzuki-Maserati-Lancia)

Accounting Officer 
-Day to Day Transactions-Banks Reconciliation- VAT Calculation- P&L (Profit and Loss ) Preparation.
-Introducing the specifications of cars into the system, creating customers portfolios, invoicing and handling payments procedures with customers.

January 2007-till feb 2009: Rafic Fakhry Consulting Bureau

Accounting Officer and Administration
- Handling clients portfolios, follow up their accounts, managing the office filing, mailing and customer care issues.
-Accounting Data entry +bank reconciliation

-VAT calculation and presentation every three months. 

-Income tax calculations, Revenue Tax calculation (to be presented to Ministry of finance).

-closing and opening of the balance sheet.

September 2002-January 2007 : Malia Trust s.a.l (Malia Holding s.a.l)
-Sales in Paul and Shark Shop Downtown

Responsible of indoor sales and customer care 

-Accounting 
- Bank reconciliation. 

- Payment Procedures (Petty Cash, Checks)

- Updating Currency rates.

- Data Entry.


	Hobbies

	
	Movies, Traveling, music.

	Computer kNOWLEDGE

	
	Good knowledge in Word, Excel, Internet, Dolphin.


