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Bchamoun, yahoudiye, al hadi building

	CELLPhone +961 71899201 – HOMEPHONE +961 05808917 • malak.katby@Gmail.com

	

	
	Date of birth: 9-01-1991
Nationality: Lebanese

Marital status: Single

	career objective

Seeking an administrative position in established organization with opportunities for a career growth advancement and sustainability. 
Education

	
	2010 – 2015       Arts Science and Technology, Beirut, Lebanon.
                         B.S. In Banking & Finance     
2002 – 2009         Beirut Universal College 

1995 – 2001
  Fajr Al Sabah, Hawali, Kuwait. 


	Professional Experiences

	
	May. 2015 – June. 2015            Franca Bank – trainee
Sep. 2010 – April. 2011            Top Gift shop – saleswoman 

Feb. 2008 – June. 2010             AL Talib stationary and book shop –                                             employee

	languages


                                            speakking        reading              writing

          Arabic                              Excellent                 Excellent                   Excellent

          English                            Excellent                 Excellent                   Excellent



	
	Present job: accounting at Modern medical center
Date of Employment 10th of Nov 2015

               Job description: 
· Auditing and preparing patients  insurance documents 
· prepare analysis of accounts as requested

· assist with year end closings

· monitor and resolve bank issues including fee anomalies and check differences

· review and process expense reports

· assist with preparation and coordination of the audit process

· Invoice creation and distribution when required

· Accounts Receivable, including processing payments, producing statement of accounts, collections on overdue accounts and account reconciliation when required. Customer maintenance in SAP.

· Assisting with Monthly and Year End tasks and inventory

· Filing and records retention
· Reception and Administrative support
· Banking, processing bank deposits, including trips to the bank.
· Correcting errors, questioning abnormal expenses and entering into the finance system.

Skills


· Computer skills: Microsoft Word, Excel, PowerPoint, Microsoft office access.

· Able to work with troubleshoot office machines, such as copies. 
· Able to work with computer applications and systems 

· Able to communicate clearly with patrons, coworkers, and supervisors

· Able to follow policies and procedures 

· Able to count changes and handle money 

· Time managing_ Excellent
· Hard working – Excellent.

· Organizing and planning – Excellent.       

	hobies 

Reading, surfing the internet, and music

References: References and letters of recommendation available on request.
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