MOHAMMED ABDELTIF YOUSEF
mohammed_abed_yousef@hotmail.com
Personal Information


Contact No.:
+965 67739327
                             +965 66825567 - 99176045
Nationality:
Jordanian

Birth date:
July 15th, 1983, Kuwait
Career Objective


To improve my ability to be fit to face any difficult situation, being more valuable to the team by being a flexible member and to improve the working environment to achieve outstanding success as a result to my hard work.

Career Level

Career Level:

Mid-career (Over 5 years’ experience)

Education


2007:                                Bachelor of Management Information System (MIS)  - Al-Zaytoona Private University, Jordan
2001:                               Higher Secondary School Certificate - Derar Ibn Al-Azwar School
Professional Experience

Accountant

Trade Credit
Responsibilities:- 

· Maintain up-to-date billing system

· Follow up, collection and allocation of payments

· Carry out billing, collection and reporting activities according to specific deadlines

· Reconciliation of accounts

· Monitoring customer account details for non-payments, delayed payments and other irregularities

· Maintain accounts receivable customer files

· Follow established procedures for processing receipts, cash etc

· Prepare bank deposits

·  Investigate and resolve customer queries
· Process adjustments

· Organizing a recovery system and initiate collection efforts

· Communicating with customers via phone, email, mail or personally.
Senior Accountant
Al-Karam Restaurant Company              2010 – 2013
Responsibilities:- 
· Prepares and records asset, liability, revenue, and expenses entries by compiling and analyzing account information.
· Maintains and balances subsidiary accounts by verifying, allocating, posting, reconciling transactions; resolving discrepancies. 
· Maintains general ledger by transferring subsidiary accounts; preparing a trial balance; reconciling entries. 
· Summarizes financial status by collecting information; preparing balance sheet, profit and loss, and other statements. 
· Produces payroll by initiating computer processing; printing checks, verifying finished product.Completes external audit by analyzing and scheduling general ledger accounts; providing information for auditors. 
· Avoids legal challenges by complying with legal requirements. 
· Protects organization's value by keeping information confidential. 

Junior Accountant & Human Resource                                                    2007 –2010
Sony – Zaki Ghul 
Responsibilities:


· Assists auditors for the purpose of providing supporting documentation and/or information on internal process that is required for  audit.

· Assists in performing general ledger accounting functions as needed and/or assigned (e.g. general ledger, purchasing, etc.) for the purpose of ensuring that department functions are completed in an accurate and timely manner during short times of need.

· Compiles a wide variety of financial information related to work assignments (e.g. proof resolutions, gasoline vendor invoices,capital project funds, etc.) for the purpose of providing required documentation and/or processing information.

· Maintains a wide variety of financial information, files and records for the purpose of ensuring the availability of documentation and  compliance with established policies and regulatory guidelines.
· Following up the  Staff’s in and out movement and recording their leaves.
· Recruiting proficient cadres by announcing vacancies, receiving employment applications, classifying and studying them in cooperation with the administrative departments concerned.

· Taking the required measures for completing appointment processes and looking after officials' affairs.
· Following up workers' performance, alleviating the obstacles which impede their work, and exerting all efforts for improving and promoting performance.

· Issuing Required document for employees after carefully checking their files.
Skills


· Good Knowledge of The Labor Low  
· Good Knowledge of The Social security laws

· Good Knowledge of The laws of Income Tax &  sales Tax 

· Computer Skills: MS Office, Internet. 

· Basic System Analysis

· Project Management Techniques

· Business Analyst

· Visual Basic Programming and C++

· Data Base Design and analysis.
References


References will be furnished upon request. 
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