CURRICULUM VITAE

Name:



ZALILA

First name:



Mongia

Date and Place of birth:

August 27, 1949 – Tunis

Marital Status:


Married

Citizenship:



Tunisian

Address:



Lotissement Bourricha






Immeuble Les Jasmins, Appt No 8, 2080 Ariana, Tunisia

Cell Phone:



00 216 22 570 154

OBJECTIVE:

To serve a position where my skills and experience can be utilized to their fullest.

STRENGTHS:

Strong verbal communications skills, including strong experience as Budget Analyst, Accounting Technician and Administration skills. Professional development includes support to high level officers. Knowledge of Accounting principles and practices. 

Preparing developing and typing financial and other reports. Ability to create various spreadsheets to facilitate reading and comprehension of different documentation and reports. Ability to work with limited supervision and meet team objectives.

Well developed communication and service skills including screening telephone calls, welcoming and giving direction to visitors.

Good understanding of US mission and laws and regulations

Proficiency with computers word processing and mastering technicological advancements.

Fluency in several languages (Arabic, French and English).

Action- oriented individual capable of independent decision – making and sound judgment

Eager to learn and tenacious in all endeavors.

EXPERIENCE:

US WHEAT ASSOCIATES (June 2004 – June 2009-)

Admin Assistant / Bookkeeper

Coordinate seminar preparation with hotels and travel agents

Locate and assemble information for various reports, briefing, and conferences

Follow up with staff members to ensure that various commitments made at conferences and meetings are met

Maintain computer Database

Translate and transcribe as needed incoming correspondence, press articles, and verbal communications

Prepare office vouchers and checks and all other checks as required

Maintain and service established accounts including reconciliation of accounts

Prepare payments of office taxes 

Prepare travel advances and travel expenses statement for USW TOP Tunis travelers in accordance with USW’s travel policies.

Assists in preparing the financial reports to Tunis Office expenditures

Prepare Office monthly expenditures.

Prepare Cash report 

Prepare Monthly Bank reconciliation

Prepare Budget tables needed for different programs

ICON TUNISIA OFF SHORE TEXTILE COMPANY (August 2002 – April 2004)

Administrator and Financial Manager

Verifying time and attendance sheet

Preparing salaries

Reconciling four bank accounts

Preparing Quarterly CNSS payments and monthly taxes

Processing all payments for different suppliers

Processing all petty cash payments and preparing weekly and monthly financial reports.

Preparing all correspondence with local companies

Supervising the HRO and the Secretariat.

US EMBASSY TUNIS (July 1979-November 2001)

Budget Analyst/Accounting technician

Maintaining and preparing annual and mid-year budgets: periodic financial plans for Public Affairs Office, Office of Agriculture Affairs and Regional Language Office

Maintaining and servicing established accounts

Developing automated financial plans and preparing supporting documents, schedules and justifications

Processing payments and reconciling accounting reports

Maintaining Sate Department Accounts Receivable reports

Processing in country and international travel vouchers for all the mission, and US Embassy Algiers Employees, and related travel advances in accordance with Department of State policies.
EDUCATION

Baccalaureate diploma, Major: Economics – Lycée de Jeunes Filles - Tunisia

DEUG, Major: Management la Sorbonne Paris- France

TRAINING

Computer courses: NT software Word and Excel for Windows, Power Point. Voucher Examiners Courses TM Plus Training course, Customer Services Course, Lotus Notes.

AWARDS

Various certificates of Appreciation and meritorious honor Awards

REFERENCES

Available upon request

