Name: 	                              Aya M. Jouda 
Date & Place of birth: 	10-02-1993 (Gaza) 
Address:                            AL Roeya Building No. (1), Near Palestine Mosque, Jalaa St., Gaza
Tel:                        	+972 8- 2839581
Cell phone:            	+972 59-7416969
Email Address: 	aya-j@hotmail.com
         
Experiences: 
	
Job title: 	              	 Accounting Assistant
Employer name: 	Yafa for Trade and Tourism Company	 	 	 	 
Duration: 	              From: Nov. 2016  	to: Feb.2017 	 	 
Job description: 	
· Providing support to the Accounting Department.
· Performing basic office tasks, such as filing, data entry, answering phones, processing the mail, etc.
· Handling communications with clients and vendors via phone, email, and in-person.
· Processing transactions, issuing checks, and updating ledgers, budgets, etc.
· Preparing financial reports.
· Assisting with audits, fact checks, and resolving discrepancies.


Job title: 	     Secretary 	 
Employer name:    Asnany Dental Center	 	 
Duration:                From:    Oct. 2015 	to: Feb. 2017.  
Job description: 
· Answering calls, taking messages and handling correspondence.
· Maintaining diaries and arranging appointments.
· Typing, preparing and collating reports.
· Filing.
· Organizing and servicing meetings (producing agendas and taking minutes).
· Managing databases.
· Prioritizing workloads.
· Implementing new procedures and administrative systems.
· Liaising with relevant organizations and clients.
· Coordinating mail-shots and similar publicity tasks.
· Logging or processing bills or expenses.
· Acting as a receptionist and/or meeting and greeting clients.

Job title: 	            Commercial Dept. “Corporate Sales”
Employer name:           Jawwal Company 	 
Duration: 	           From: Jan. 2014	to: Feb. 2014 	 	 
Job description: 	
· Researching and identifying sales opportunity, generating leads, target identification and classification.
· Reaching out to new customers and making presentations or pitches outlining the benefits of product/ services.
· Understanding the client requirements and then customizing the product/ services as per their needs.
· Maintaining relationship with all potential and existing clients.
· Ensuring proper servicing and after sales support to clients.
· Data reporting to management and gathering market intelligence.


Job title: 	           Accountant	 	 
Employer name:           EL Wafa Company Certified Public Accountants’
Duration: 	            From: Aug. 2015	 to: Dec. 2015 	 	 
Job description: 
· Provides financial information to management by researching and analyzing accounting data; preparing reports.
· Manage all accounting transactions.
· Prepare budget forecasts.
· Publish financial statements in time.
· Handle monthly, quarterly and annual closings.
· Reconcile accounts payable and receivable.
· Ensure timely bank payments.
· Manage balance sheets and profit/loss statements.
· Report on the company’s financial health and liquidity.
· Audit financial transactions and documents.
· Reinforce financial data confidentiality and conduct database backups when necessary.
· Comply with financial policies and regulations.
	

Educational Qualifications: 
	year
	Specialization in
	Donor
	Degree

	2016
	Accounting (English) from the faculty of economics and administrative sciences
	Al Azhar University-Gaza- Palestine
	Bachelor degree




Technical Courses and Skills: 
	Time
	Course
	Donor
	No.

	180 Hr.
	English (levels).
	Amideast
	1-

	24 Hr.  
	Golden Asseal Accounting and Management System.
	The Arab Center For Languages and Information Technology.
	2-

	3 Month (150 Hr.)
	The International Computer Driving License ( ICDL) course is accredited by the ECDL Foundation in Ireland.
	The Arab Center For Languages and Information Technology.
	3-

	3 Month
(115 Hr. )
	Advanced Program in International Accounting accredited by the Cambridge British College of Training. 
(Includes (7) courses, score: 90%)
	AL Salam Training Centers Group – Gaza.
	4-

	12 Hr.
	Human Rights and  Democracy.
	A Network of Human Rights Defenders.
	5-

	12 Hr.
	Personal Strategic Planning.
	International Academy of Personal Training and Leadership Development.
	6-

	12 Hr.
	The Bleeding Control For The Injured (BCon) course.
	International Medical Corps.
	7-



Language Skills:
· Arabic, Native language.
· [bookmark: _GoBack]English.

Computer Skills:
· Using the computer and managing files.
· Word processing.
· Spreadsheets.
· Using PowerPoint.
· Using Excel.
· Using Database.
· Web Browsing and Communication.

