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Objective
· To be able to work in a reputable organization that would be utilized my education and professional skills. 
· To assist in further enhancing and increasing the organization’s profitability.

Professional Profile
· Highly organized and dedicated, with positive attitude.

· Able to handle multiple assignments under pressure and consistently meet deadlines.

· Thrive on working in a challenging environment.
Total No. of Yrs.: 22 (13 years work experience in Finance/Accounts in UAE, 4 years in Saudi Arabia)
 Senior Accountant


(Abu Dhabi/Dubai/Doha Branch/Erbil Branch)



June 2009 – Present

Engineering & Construction Co., Ltd. (Specialized in civil/building works)
· Prepare payment voucher’s thru online ERP (Mirnet Global) System to various customers
· Prepare weekly cash flow report (Cash on Hand & in Bank, Detailed B/O Expenses, Cash Flow of Overseas)
· Prepare monthly cash flow report (Cash on Hand & in Bank, Bank Statement, Cash Flow of Overseas B/O).
· Prepare month end accounting closing (Cash in Bank & on Hand, Cash & Bank account report, unpaid cheques (if any), Bank Statement).
· Implementing and maintaining internal financial controls and procedures

· Prepare monthly status of bank guarantee.
· Prepare monthly report for advance salary for Korean staff (if any)
· Prepare quarterly report for Actual Budget vs. Actual Expenses

· Prepare yearly budget for Dubai / Abu Dhabi Branch Office.

· Prepare quarterly details of accounts submit to head office i.e., Balance Sheet, Trial Balance, Income Statement.

· Prepare staff vacation leave pay, final settlement for resigned and terminated employees.

· Prepare monthly staff salary (Wages Protection System)
· Prepare Dubai / Abu Dhabi Branch Office Annual Income & Expenses

· Forecasting and analyzing branch office expenses (Abu Dhabi/Dubai)

· Handle petty cash fund

· Maintain financial control of project’s cost and expenses in comparison with the budgets.

· Perform liaison work with the banks and government i.e. Trade License, visa, labor, bank guarantees etc.
· Reconcile bank statement.

· Prepare Accounting details quarterly to Head Office

· Attend meeting with Marketing Manager & Regional Director for prospect project purposes.
Accountant






June 2008 – June 2009
Jerusalem Equipment
Mussafah, Abu Dhabi

· Posting of daily sales invoice with item code to Peachtree Accounting system.
· Posting of receipt voucher (collection) against the invoices paid by the customers
· Posting of Local and Foreign Purchase orders with item code for stock inventory.
· Posting of payment voucher to customers account

· Reconcile bank statement against general ledger account
· Prepare and send monthly statement of account to customers

· Delivery of invoices to customers.

· Prepare costing analysis for the shipment receipt from overseas suppliers
· Prepare summary for the detailed expenses

· Prepare and monitor of post dated cheques receipt from customers
· Prepare and monitor due payment to the customers

· Reconcile accounting entries to general ledger account

· Make phone call to customers for collection purposes
· Make daily cash and cheque deposits
· Monitor accounts receivable with credit limit from the customers

· Maintain petty cash and monitor cash position
· Prepare monthly trial balance and financial statement

· Prepare cheque payment to customers

· Prepare salary, final settlement and leave pay to employees

· Prepare special reports as instructed by general manager for business requirement.
· Perform quarterly, year end stock inventory
· Other duties assign as instructed by Manager for business requirements.
Accountant




Feb 2003 – May 2008
City Pharmacy Co.

Abu Dhabi, U.A.E.
· Any variance analysis on goods special price supply to various government institution (GAHS, GHQ, SKMC, MAFRAQ , TAWAM, Corniche Hospital, Adnoc will be debited to the concern supplier’s with support documents i.e. invoices or delivery notes, etc..
· Prepare Accounts Receivable Statement / Reconcile Statement of Account of Supplier’s against General Ledger.
· Process/Checking of shipping company invoices (150 invoices) with completeness of documents against price list agreement. (Abeer Clearing & Merit Cargo)
· Prepare monthly bonus debit/credit notes for pharmaceutical items issued from various supplier’s (Dubai, Abu Dhabi & Al Ain Region)
· Prepare monthly debit/credit note for goods withdrawn with delivery note for pharmaceutical, laboratories, hospital & disposable division issued from various supplier’s.
· Prepare monthly debit note for expired goods for pharmaceutical items.
· Analyze goods loan to government institution (debit supplier’s if not return within 1 month) 
· Prepare credit note with grv for loan goods return by the supplier’s.
· Prepare import permit with supplier’s advance invoices for incoming shipments.
· Checking of TNT courier invoices with airway bill for payment and debit to concern parties.
· Prepare debit note to supplier’s for overseas orders i.e. custom duty, storage, freight clearing charges.
· Reconcile shipping company statement of account against GL for payment
· Process of ADNOC invoices for the consumption of petrol for the company staff with numerous vehicles. 
· Prepare numerous debit notes and journal entry, Posting of Journal Vouchers in Oracles ERP Syros system.
· Reconcile journal voucher with accounting entries.
Budget Accountant- Finance Dept.




May 2001 – Dec 2002
Emirates Palomar Medical Technology Services   
Abu Dhabi, U.A.E.
· Submission of quarterly budget report for Request for Expenditure (RFE), Letter of Purchase Order (LPO) and actual invoice expense with or without LPOs for various directorates i.e., operation center, information technology, medical management, logistics, field care, administration, contract & purchasing, Health safety & environment, facilities and head office.
· Logging of request for expenditure of different directorates to Microsoft access data base.
· Encoding of purchase order (contract & purchasing) to excel sheet and downloading to   access  data base.
· Monitoring of RFEs & LPOs status.
· Extracting of invoices with LPOs of various vendors from peachtree (purchase journal) and encode to excel sheet before downloading to access data base for respective LPOs  outstanding.
· Extracting of various expenses and analyze the account from different directorates without lpo ie., salaries, benefits & other liabilities etc. from peachtree account payable (financial statement-general ledger summary) and create an Directorate, RFE, LPO & Invoice number before downloading to access data base.
· Reconcile the LPOs from various directorate from access data base against peachtree  accounting system (accounts payable-open purchase cost).
· Reconcile the invoices from access data base against the peachtree accounting before finalizing the report.
· Prepare a monthly report for outstanding RFE, LPO and actual Invoice
Accountant/Admin.





Mar 2000 – Mar 2001
Ssangyong Engineering & Construction Co., Ltd., Dubai

· Ensure correctness of letter of tender bond, form of bid of bond and project description before submission to bank for bank guarantee.

· Prepare letter of credit application (Local/International) for the construction materials.

· Prepare letter of credit summary list and maintain credit facility.

· Prepare/reconcile payments for suppliers and sub-contractors.

· Logging and preparing cash/cheque voucher in the computer (Financial Accounting Control  System) for payments to various suppliers.

· Prepare cheques payment to various suppliers.
· Prepare staff vacation leave pay, final settlement for resigned and terminated employees.

· Prepare monthly staff salary  

· Prepare and submit cash flow to head office every week and maintained Petty Cash Fund.
· Handles, review and monitor Sub-Contractor Agreement.
· Assist in the preparation of Financial Statement
Project Control Assistant/Invoicing Dept.



July 1996 – Dec 1999
Norconsult Telematics, Riyadh Saudi Arabia

· Ensure correctness/accuracy of contractor’s invoices before submission to client (Saudi Telecom. Company).
· Maintain financial control of project’s cost and expenses in comparison with the budgets.

· Log-in of invoices received from the contractor (Lucent Technology, Inc.) into the system (micro soft access data base).

· Log-out of invoices, reviewed/checked by Norconsult Telematics for payment recommendation to client (STC).

· Check invoice documentation for completeness and correctness against the bill of quantity and  work plan.

· Prepare special reports as instructed by the Supervisor for project requirement.

· Maintain, develop and contribute to further enhance the financial control system.
Assistant Supervisor - Credit & Collection

June 1994 – June 1996
CARWORD, INC., Philippines


Branch Accountant



Oct 1992 – Mar 1994
DHL Worldwide Express, Philippines


 
Junior Accountant / Auditor


June 1989 – Sept 1992
BAULA,MENESES & ASSOCIATES  CPA’s, Philippines

                       .
Educational Background
· BSBA Accounting                                     1984-1988
Holy Angel University, Philippines
 Skills

· Computer Operations (Oracle, EPR Mirnet global, Peachtree Accounting, MS Word, Excel, MS Data Base)
I hereby declare that the above information is true and correct to the best of my knowledge and belief.
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