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MARIA
MARIA.124959@2freemail.com            
WORKING EXPERIENCE 

Gulf Islands Gen Trading Est. 



October 21, 2008 up to present

P.O. Box 3567 Abu Dhabi, UAE



(9 YEARS)
Accounts Specialist
RESPONSIBILITIES:

1. MONITORING OF CASH SALES FOR ABU DHABI AND DUBAI BRANCH

Extracting the report of 5 branches from the system, checking the unadjusted of each if there is.  Sending to the branch after summarizing the report. Then update the report upon receiving of the feedback from the branch.

2. BANK RECONCILIATION

Assure that the monthly balances from the bank will tally with the balances in the system.  This reconciliation compose of 4 steps: generating of bank transaction online, entering of bank transfer and other expenses/charges, conversion of PDR and PDP/double checking of receipts against deposits and Finalization of bank reconciliation.
3. COLLECTION FOLLOW UP/ CUSTOMER’S ACCOUNT RECONCILIATION
Sending of SOA thru fax/email. Follow up call for confirmation if the SOA is received and checking for any cheque ready for collection. For reconciliation; sending invoice, delivery note and other attachment to the customer.  Sending of expected collection and list of customer for visit to Billing Specialist and Finance Manager.  Reprinting of invoices/DN upon request.

4. PERFORM OTHER TASK ASSIGNED

· Editing /deleting of invoices/delivery note from the system as well as the other entries (SIV,SRV,MRN,PV) for all branch upon confirmation and approval.

· Doing excel invoice, proforma invoice, warranty letter – upon request, special projects invoices.

· Salesman request: monthly sales, customer’s outstanding balance

· Petty cash entries: checking then doing entries in excel and in the system.

· Data entry for new product code.

· Monitoring and updating of motor insurance.

· Filing of documents:  proper filling of receipt voucher, cash invoices, and sales invoices, TR, JV payments, and bank statements.

· Monitoring of Big Customers Account. 
· Commission Promotion:  checking of monthly-submitted filed commission promotion of each salesman (abu dhabi and dubai).

· Year-end inventory in abu dhabi showroom.

· Preparing of all documents needed for year-end report and audit report.

· Request of Balance confirmation from customer.

· Monitoring of sales invoices and delivery note, yellow copy.
· Handles stationery items request for office/Receipt voucher, monitoring / distribution of invoice paper. 
5. PURCHASING WORK

· Issuance of SIV, SRV, stock transfer upon approval.

· Issuance of LPO to local supplier upon request and monitor the ETA, then issuance of MRN/PV.
· Sending weekly report of Pending Order and ETA, stock movement and demo machines issued.
6. RELIEVER
· If Payable is on annual leave:
· Making Payment request for the suppliers
· Data entry of issued payment.
· Handles petty cash funds, replenishment
·  Partially doing cash flow/ transfer chqs.
· Uploading of salary-WPS and others.
· Making bank guarantee, LC, TT, TR and letter for cancellation of BG upon request.
· Other task related to this.
· If Collector is on annual leave:

· Handles and monitor the Post dated Cheques.
· Data entry of receipts in the system
· Sending of daily deposits/collection to FM.
· Hand over the list of customer for follow up and ready for collection to other Collector.
Cardinal Santos Medical Center     


May 29, 2006 to August 10, 2007 

10 Wilson St., Greenhills San Juan M.M.



(1YR AND 3 MONTHS)
Accounts Receivable Staff 
RESPONSIBILITIES: 

1.  For In House Collection:

2. Posting and Updating of the Following accounts:


a. PN Individual
b. Credit Card Collection Report  c. PCSO GL/Payments d. AMS Benefits

3. Preparing of Transmittal/Statement of Accounts for PCS (GL & EMAP/IMAP), Doctors, HMO,             

               Corporate Accounts and other department.

4. Proper documentation and filing of the ff:


a. PN Individual  b. Other transmittal (PCSO, SOA for Dr. & other Dept)


c. Receiving of other Documents/Memo and fax  d. Adjustment File
Asia Renal Care (Phils.), Inc.     



April 3, 2002 to March 31, 2006

75 Quezon Avenue Quezon City





(4YEARS)
Senior Accounts Receivable 

JOB TASK

1. To help Finance Department in achieving Accounts Receivable Financial Assertion such as: 

a. Completeness in reporting of Accounts Receivables 

b. Rights on recorded receivables 

c. Valuation and 

d. Others 

2. To handle transactions of Quezon City, Pasay, Bulacan and Ormoc branches as well as proper updating and maintenance of files. 

Pacific Plans,Inc.      




May 3, 2001-April 2, 2002 

Planholder Services Department
Document Management System (DMS) Clerk: Indexing, Scanning and Grooming of documents

Del Rosario Data Processing     



March 3, 2001-May 2, 2001 
Data Encoder: Encoding documents  Precap
SPECIAL SKILLS/QUALITIES 

· Computer Literate (MS Office); 30-40 wpm 
· Hardworking, focus, determined, flexible and punctual 

· ACCPAC 4.2 (Accounting Program) 
· FOCUS v6, RT and v7 Accounting System

EDUCATIONAL BACKGROUND 

1997-2001 University of the East   C.M. Recto Avenue, Manila Philippines

Degree: Business Administration major in Banking and Finance 

PERSONAL DATA

Birth date:   

March 28, 1981

Civil Status:   

Single

Religion:   

Roman Catholic

Visa Status:

Employment Visa (valid until Jan 20, 2018)
 “Nothing is easy to the unwilling”


