Hashem Al Shamimi

Nationality: Saudi Mobile: +966592787001  E-mail: hashemalshamimi@gmail.com
Date of Birth: March,15,1994

Objective An entry level accounting position that provides opportunity to utilizes my qualifications and
knowledge

Experience
Accountant , Universal Motors Agencies | Tasks

e Data entry for sales & workshop & sales parts.

o Creating sales report.

e®Make Refund Request Down Payment for customers.

® Make cash advance for employees.

A & Inventory Control |
ccountant nventory Lontro e Audit and review the Petty cash .

, Alsharq Polystyrene Factory e Audit production and sales .

e Monthly Inventory.

®Make cash advance for employees.
e Data entry Production .

Public Relations, Almansoori | Tasks _ _
eMake ID & Sticker from Saudi Aramco For Employee.

e EIm System ( Renew & make IQAMA , Exit & Back )
e Make contracts & Definition of salary For Employee.

eRegistration of employees in GOSI.

Education Accounting Diploma

2 years education in college level with strong basic skills and knowledge in Accounting and
Finance.

Secretary procedures:
in/out communications, meeting organization, archiving
Computer:
e Microsoft Excel, Microsoft Office,
e Operating Systems: Windows, Linux, Unix
Skills e Web development, FTP, Web Hosting, Web Server management
e PC Troubleshooting, PC Support
e Data Entry with high typing speed
Core Skills:
e Organization and planning
e Information gathering and management
e Problem analysis and resolution
e Good English in writing and verbal
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