Dear Human Resource Director:

Enclosed with this letter is my resume, which details my Education, Qualifications in Accounting & Finance, Employment History, Career Objective, Work Responsibilities, and Communication Skills—all important criteria in your search to fill the position that you are looking for.

Allow me to introduce the person with whom you and your colleagues will work, should you choose to interview and hire me.

I possess strong moral and ethical principles, which lead me to put in long, hard hours at school and part-time jobs in order to succeed in a challenging educational environment. These values also motivate me to perform diligently and loyally to contribute to my employer’s profitability.

I know it takes commitment, dedication, and intelligence to rise within a firm, all of which I offer you. I have the patience to see an assignment through to completion considering all necessary rules and standards. I am also comfortable of delivering presentations before an audience and work closely with others.

It would be an honor to meet with you personally to discover more about the opening at your firm and how I can assist your organization in achieving its goals. I will make myself available

at your request.

Yours truly,

Ameer S. Abuhalimeh

Ameer S. Abuhalimeh 

Enclosure

Ameer S. Abuhalimeh                                                                                                                                                                  
15902 HWY 3 # 433          (          Webster, Texas 77034         (         (281) 660-9049         (         ameerabu@aol.com
Education


University of Houston - Clear Lake, Houston, Texas: 2001 & Beyond

Graduation Date: Not yet graduated 

Post Baccalaureate – Management Information Systems 

University of Houston - Clear Lake, Houston, Texas: 1997-1999

Graduation Date: December 10, 1999

Bachelor of Science in Finance

Financial Management Association, Member

Bachelor of Science in Accounting

Expect to sit for CPA examination in November of 2001

San Jacinto College, Pasadena, Texas: 1993-1997

Courses in advanced mathematics (Engineering Prerequisites)

General studies in humanities and economics

Qualifications of Accounting & Finance 

Fundamentals in Accounting & Finance knowledge incurred through the following courses: 

Principles in Accounting I & II, Intermediate Accounting I & II, Cost Accounting, Accounting Information Systems, Auditing, Oil & Gas Accounting, Managerial Accounting, Income Tax for Individuals, Advanced Financial Accounting, Business Finance, Investment Analysis & Portfolio Management, Intermediate Financial Management, Contemporary Financial Institutions, Strategic Management, Financial Statements Analysis, Money and Banking, Micro & Macroeconomics. 

Computer Software: MS Office “Word, Excel, Access, & Power Point”

Career Objective: 

A full time position in Accounting or finance 

Employment


Washington Mutual Bank 

· Personal Financial Representative: Loan Officer, New Accounts, Paying & Receiving 

Bank United of Texas: August 1998-Present

· Personal Banker: Loan Officer, New Accounts, ATM Custodian, and Notary Public Commission 

· Banking Representative: New Accounts, and Transactions Processing

Express World Brand “A Subsidiary of The Limited Inc.”: October 1992-June 1998   

· Inventory Manager, District Supplies Coordinator

Work Responsibilities


· Responsible for opening new accounts, loans sales and closing

· Aiding branch sales by actively screening and referring qualified customers 

· Providing sufficient assistance to solve customers problems and concerns at Bank United 


· Successfully maintains and reconciles a cash drawer daily 

· Accurately posts deposits and withdrawals, averaging $15,000 in total cash exchanged

· Process debts / credits transactions to general ledger 

· Complies with loss prevention policies and practices

· Believe in maximizing efficiency, reducing cost, and increasing productivity
Communication Skills   

· Fluent in speaking, reading, and writing in English & Arabic

· Strong analytical and problem solving abilities

· Exhibited a role of taking ownership in decision making which earned me a supervisory role

· Demonstrated a professional attitude that has become a role model for new tellers and personal bankers 

· Presented standards before new hires and managers in training at Express on several occasions

· Created a ten-point list for sales associates to use as a job planner guide

· This guide was published in Express newsletter and as a result of my dedicated 

Teamwork and motivation I was praised by top management
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