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	Qualified Accounts professional with 8 years experience in General Accounting with strong background in finance related activities in Trade Finance and Import/ Export Operations. Competencies in handling AP/ AR, reconciliation, general ledger accounting, balancing, invoicing, and reporting. Familiar with formalities and documentation in trade finance including L/C and L/G with abilities in negotiating with suppliers, banks and other third parties. Efficient and result driven team player with excellent communication, coordination, administrative and time management skills. Well versed in MYOB customized Accounting software. Seeks challenging role in Accounts to share and enrich gained skills.  


	STRENGTHS

	· Gulf experienced Accounts professional
	· Versed in Accounting & Finance functions

	· Excellent analytical & problem solving skills
	· Strict adherence to IFRS & GAAP

	· Familiar with L/ C & L/ G preparation
	· Proficient in using MYOB Accounting software

	· Adaptable to new work environment
	· On visit visa with immediate availability


	EDUCATION

	Bachelor of Science in Customs Administration (Major in International Trade) 

Philippine Maritime Institute and Colleges, Manila, Philippines
	2001


	CAREER SNAPSHOT

	

	Accounts Assistant
	Mar 2003 – Oct 2009

	Ahmad N. Albinali & Sons Co. Trading & Contracting, Saudi Arabia (www.albinali.com) 

A specialist provider of contracting services to the Middle East. 



	Accounts Assistant  
	2001 – 2002

	Philippine National Bank, Manila, Philippines (www.pnb.com.ph)

One of the largest banks in the Philippines, ranking fourth in terms of assets.


	AREAS OF EXPERTISE

	Accounting Functions

· Perform various accounting duties including examination, analysis, maintenance, reconciliation and verification of financial records to conform to international reporting standards.
· Work on computers programmed with accounting software to carry out assigned duties.  

· Carry out data entry of daily accounts and assist in handling AR/ AP of the company.

· Participate in preparing trial balance, vouchers and cashbook, as well as other accounting documents.
· Assist Chief Accountant in accounts finalization, monthly book closing procedures and in preparing financial statements such as balance sheet and profit & loss statement.

· Work cooperatively with banks, auditors, suppliers, and all third parties dealing with the company.

· Provide reports to management to enable them to plan carefully and organize business operations. 

· Coordinate with colleagues and other departments to ensure smooth functioning in terms of handling day-to-day transactions.  

· Prepare and uphold confidentiality of correspondences, documents and reports.  


	PROVEN JOB ROLE

	Accounts Assistant - Ahmad N. Albinali & Sons Co. Trading & Contracting
· Assisted the Finance Manager in carrying out daily activities including correspondence with banks, suppliers and subcontractors. 

· Responsible for preparing invoices for collection in Saudi Aramco, updating reconciliation of all accounts receivable and accounts payable, updating all checks debited by the Bank,  and preparing wire transfer to local and international banks.   

· Interacted with banks for Letters of Credit and Letters of Guarantee preparation as well as amendments if any.  

· Negotiated with suppliers on conditions in Pro forma Invoice in payment and delivery of shipments.  

· Oversaw and updated additional Conditions and Amendments for inbound Shipments. 

· Prepared Insurance for new Equipments & Real Property of the Company as well as its renewal.

· Performed administrative tasks including filing of confidential documents, scheduling meetings, and booking hotel and travel accommodations. 

	Erwin Paner

	

	Accounts Assistant – Philippine National Bank
· Performing duties including, but not limited to: receiving incoming and outgoing documents from other branches including special Clearing Checks, preparing Banks Checks Payments and Telegraphic Money Transfer.

· Responsible for reconciling accounts for bank statements, balancing Debit and Credit Accounts for Journal Proof Sheet, and preparing Weekly Schedule for Stockholders Meeting.

· In charge with typing reports and memorandums to other PNB branches nationwide as well as filing Confidential Accounts and Contract Documents. 

· Assisted in processing of Opening Peso/ Dollar for both Savings and Current account.


	TRAININGS

	· International Financial Reporting Standard by Philippine Institute of Certified Public Accountants, Saudi Arabia.
· Rules of Procedures (L/ C & L/ G), Arab National Bank and Saudi Fransi Bank, Saudi Arabia.
· Received in-house training on Microsoft PowerPoint at Ahmad N. Albinali & Sons Co.


	IT SKILLS 

	Skillful in MYOB, MS Office Suite, E-mail applications and Internet browsing plus web research. 


	PERSONAL DETAILS 

	

	Nationality
	:
	Filipino

	Date of Birth
	: 
	16th July 1973

	Marital Status
	: 
	Married

	Visa Status
	: 
	Visit Visa

	Languages
	:
	English, Tagalog  & basic Arabic
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