
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

        

 

 

      

 
 
 
 
 
 
 
  

 
  

2011-2016 
Tanta University, Egypt 
 

  

Arabic 

MOHAMED TORKEY 

  LANGUAGES 

PROFESSIONAL EXPERIENCE 

  EDUCATION 

FAST SOLUTION VENDING MACHINES TRADING  

GENERAL ACCOUNTANT & PURCHEASES OFFICER 

 

July 2023 – till present     
Dubai, UAE                                            

Nov2022 till Jun2023               Capital Croup Establishment 
Abu Dhabi, Uae                                 General Accountant 
 

 Develops a purchasing strategy. 

 Reviews and processes purchase orders. 

 Manages other members of the purchasing team. 

 Maintains records of goods ordered and received. 

 Nagotiates prices and contracts with suppliers. 

Apr2022 – Nov2022    GHAZL ELMAHALLA FOOTBALL CLUB 
Elmahallah, Egypt           Operation and Purchases Manager 

 

 Dealing with insurance companies for all group (health insurance,vehicle insurance, buidlings insurance) 

 Bank reconciliation. 

 Journal entries , ledger and accounting reports. 
 

 Provides finanial reports to managment by researching and analying accounting data. 

 Preparing daily sales reports. 

 Reviews and processes purchase orders. 

 Maintains records of goods ordered and received. 

 Nagotiates prices and contracts with suppliers.. 

 Conduct a daily inventory according to Company requirements and policies. 

 

Hard: Financial Modeling, Excel, Word, PowerPoint, Outlook. 

Soft: Analytical thinking Problem Solving, Communication, Time Management. 

 

  SKILLS 

CUSTOMER SERVICE & OPERATION 
 

+971544506072 mtorkey@yahoo.com DUBAI, UAE 

Excellent interpersonal and communication skills, both verbal and written. An ability to 
handle highly confidential material on a regular basis. Flexible and able to learn with 
ease any personalized computer program/all other equipment, and rules/regulations a 
new work environment may have. 

English  

  
Bachelor of commerce, 

FINANCE ACCOUNTING DEPARTMENT 

  

©AZURIUS - My-resume-templates.com 



Sep. 2017 – Feb.2021      AJMAN MARKETS COOPERATIVE SOCIETY 
                                    Data Entry Clerk 
 
 

 

 
 

 
 
 

Feb.2021 –Dec2021     AJMAN MARKETS COOPERATIVE SOCIETY 

Ajman, UAE                                  Jr. Accountant  
 

 
 

 
 

 
 

Sep,2016 – Jan, 2017               AL GAMMAL (SPINNING AND WEAVING) 
Elmahalla Elkoubrah,Egypt             Jr. Accountant 

 
 -Responsible for Internal Audit of the Company. 

 -Responsible for Customer Accounts. 

 -Monitor the Net Cost of Products. 

 

 

 
 
 
 

 

 

 

 

 

 
 
 
 
 
 
 
 

 Provides finanial information to managment by researching and analying accounting data 

 Preparing reports 

 Documents financial transactions by enteringaccount information. 

 Recommends financail actions by analying accounting options. 

 Reconciles financail discrepencies by collecting and analyzing account information. 

 

 -How to handle the customer and Offering Assistance. 

 -Handle 150+ customer interactions per day giving detailed, Personalized, Friendly, and polite service to ensure 

customer retention.  

 -Trained new employees in customer service script recitation, conflict resolution and data entry practices. 

 -Close he Day with The Total Income and Making Daily Bank Transfer. 

 -Attracting new customers and convincing them of exclusive offers and making new contracts for the company. 

 

 

TE-DATA (TELECOM EGYPT) Feb. 2017 – Aug. 2017 
Elmahalla,Egypt 
 

Customer Service Clerk, 

Ajman, UAE 
 

 -Prepare the supplier order form list and sending by email. 

-Update all the fruits and vegetable’s return and spoilage in the system. 

 -Generate purchase return voucher and distribute as per policy. 

-Prepare daily dispatch report, Internal Consumption Report for branches and fresh food 

department (Fish, Bakery, Deli and F&V) spoilage and stock adjustment requisition as per 

requirement. 

 














