CV No: 753696
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686


FINANCE ANALYST/AR/AP SPECIALIST/INTERNAL CONTROL/SENIOR ACCOUNTING ASSOCIATE
Highly logical, methodical and task-oriented finance professional with 6 years of experience in spearheading diverse accounting and general administration responsibilities. Proficient user of SAP and accounting packages with skills in maintaining effective interface between A/R and A/P to ensure data integrity. Adept in communicating and fortifying relations with clients and accomplishing business/accounting objectives in compliance with federal, state and local financial requirements. Ethical, highly professional and committed to delivering quality results. Always prepared to go the extra mile, when required, to attain project goals and meet business deadlines proving to be a value addition for any organisation.
CORE COMPETENCIES
▪ Reconciliation ▪ Accounts Payable And Receivable ▪ Opening and Closing Accounts ▪ Debtor Collection ▪ Bad Debt Allowance ▪ Preparing Financial Statements ▪ Cost Management ▪ Cash Flow Management ▪ VAT Returns ▪ Bookkeeping ▪ Statutory Compliance ▪ General Administration ▪ Interdepartmental Coordination ▪ Variance Analysis ▪ Financial Analysis and MIS ▪ Leadership Skills ▪ Multitasking Skills ▪ Adaptability ▪
KEY SKILLS 

· Accounting and Commercial Insights – Demonstrating knowledge and awareness of business organisations with an understanding of accounting rules and regulations and contemporary theories and general practices adopted by financial institutions.

· Team Building and Liaison Skills – Adept at coordinating the implementation of accounting and control procedures, monitoring and reviewing accounting systems and reports to ensure accuracy and compliance with statutory legislation and regulations.

· Detail-Oriented Management – Showcasing an eye for detail and an ability to review bottlenecks and benchmark against the best in the industry as well as facilitating service initiatives leading to process and operational excellence.

· Logical, Reasoning and Numerical Competencies – Possessing a logical and creative approach to problem-solving and presenting specialist information to non-experts in an understandable form. Mastery in higher mathematical concepts and a passion for working with facts and figures.
· Communication and Interpersonal Skills – Excellent communicator with an ability to work under pressure in fast-paced, time-sensitive environments. Proven ability to interact effectively with people of diverse nationalities; comfortable working in a multi-cultural set-up.
KEY ACHIEVEMENTS

	Lean Project Group Finance Awardee 
	 Dec 2011

	Balance Sheet Remediation Pack – Team of the Month
	 May 2012

	Balance Sheet Pack Project – Star Awards Nominee
	 May 2012

	Employee of the Month
	 May 2013

	Recently promoted as POC (UK Team)
	Feb 2013

	System Trainer – UK region
	

	Employee of the Month
	Feb 2013

	Star Awards Nominee (BS Pack Project)
	June2012

	Team of the Month (BS Pack Project)
	May 2012

	Team of the Month (Pass-Thru Account Clear-up Project)
	Feb 2013


FUNCTIONAL EXPERTISE
· Analytical AR-Revenue/AP-Expense Variance Analysis
· AR, Revenue, AP, Expense Review and Management

· AR and AP Ageing Review

· Onshore – Offshore Intalio System Trainer (Classroom or WebEx Training)

· P&L and Balance Sheet Analysis
· User Acceptance Testing for newly introduced production system

· Project enhancements contributor/process analyst
· SAP invoicing for advertisement costs
· Maintaining all accounts payable and receivable records.
· Generating weekly, monthly and annual reports as well as ad hoc reporting.
· Performing daily and monthly cash receipt reconciliation.
· Resolving payment/receipt issues by working with property managers and asset teams.
· Working cross-departmentally to ensure compliance.
· Assisting the AP/AR manager with preparation of various schedules, projects and needed analysis.
· Responding promptly to all enquiries.
· Assisting in providing support schedules and backup documentation to the auditors.
· Supporting the implementation of process solutions.
· Performing ad hoc research, cross-referencing and analytical projects for the finance and accounting team using SAP, Excel, Word and other software programme.
CAREER HISTORY
	Accounting Associate 
	 Oct 2009 – Jun 2013


· Primarily responsible for establishing global accruals of various computer hardware/software and other IT-related costs and ensuring that these are booked within the established company global timelines.
· Accountable for derivation, utilisation and maintenance of IT cost/revenue allocation matrices.

· Tasked with Management Review Process (MRP)

· Prepared monthly balance sheet substantiation reports, through accruals and prepayment ageing to the Primary Account owner (PAO) and Secondary Account owner (SAO) for balance review and sign-off.

· Participated in regional MRP meetings with PAO and SAO.

· Performed quality assurance, analytical reviews and provided relevant commentaries.
Other Responsibilities

· Worked closely with the supervisor in managing the UK team to ensure completeness of monthly deliverables as well as compliance with agreed policies and procedures.
· Involved in User Acceptance Testing (UAT) as per a newly introduced standard booking system (standardised booking template) thus initiating practical and realistic inputs contributing to the high-level functionality of the system before it goes live.

· Played a pivotal role as an onshore/offshore trainer for new system users while ensuring users have sufficient technical know-how of the newly introduced system functionality essential to derive accurate outputs from the booking process.
· Key member of the balance sheet pack project team (UK region) which ensures that all balance sheet accounts for each region are properly aged and substantiated, primary and secondary account owners identified and quarterly movements are reasonably justified.
· Key member of Integrated Forecasting System (IFS) enhancement project involved in identifying issues encountered in IFS, the primary system used in forecasting and booking costs, and proposing solutions and improvements.
· In charge of systematic control of the team’s approved Key Operating Procedures (KOP) and ensuring that all these procedures are properly documented and updated and stored in the web-based central repository system.
· In charge of systematic monthly consolidation of all UK (non-comp) process checklists which is DKS' strategic Key Performance Indicator (KPI) and critical for determining full-time equivalent of each employee and balanced scorecard.
	Finance Account Manager/AR Analyst 
	 Feb 2008 – Oct 2009


· Primarily responsible for managing AR account of a number of major clients.
· Performed end-to-end process of billing and collection cycle of clients handled.
· Matched purchase orders to the cost estimates approved by the account manager to ensure accurate billing of receivables to the client.
· Tasked with preparation, review and generation of billing documents as well as monitoring receivables and tracking collections while handling supplier queries.

· Accountable for certifying payments to suppliers in accordance with payment terms stated in the purchase order involving timely communication of such terms to the cash management group who release payments.

· Provided accurate and timely periodic reports to internal and external clients including revenue variance analysis reports.
· CE/AER monitoring, WIP analysis/revenue recognition (Job Closing) AR reports, monthly bad debts provision and statement of accounts.

· Prepared summary report of all transactions paid on a per client basis to assist cash management group in clearing corresponding payables to suppliers as well as managing the finance cash flow.

· Responsible for identifying and resolving control gaps in the existing processes and procedures as well as improving customer experience and touch points by effectively handling customer enquiries and complaints.
· Attended client meetings while coordinating account reconciliation.
· Initiated measures to enhance internal coordination with functional units involved from project set-up through to project completion by regularly coordinating meetings.
· Conducted presentations and alignments with the media and the accounts directors.
	Audit Assistant/Bookkeeper 
	 May 2006 – Oct 2006


· Responsible for engagement planning and conducting audit procedures such as periodic physical inspection of ending inventories and audit sampling for testing audit points.

· Assisted in compilation and publishing of reports and performing analyses.

· Prepared work papers and documentation as per accepted professional standards.

· Drafted and finalised audit reports incorporating audit findings and recommendations.
· Prepared journal entries, financial statements and maintained updated records.

· Accountable for computation and preparation of taxes and statutory requirements.
Government Reports Handled/Prepared
· 1601C – Compensation Taxes

· 1601E – Expanded Withholding Tax

· 2550 M&Q – VAT Returns

· 1701 and 1702 – Income Tax Returns

· SSS, Philhealth and Pag-ibig Contributions

	Sales Accountant 
	 Jun 2005 – Oct 2005


· Accounting of product sold nationwide.

· Reconciliation/validation from treasury product releases.
· Preparation of detailed report indicative of any discrepancies between the product released and the product sold.

	Bachelor of Science in Accountancy | Philippine School of Business Administration, Manila
	 Jun 2001 – Mar 2004

	1st Year  | St. Paul’s Business School, Tacloban
	Jun 2000 – Mar 2001


EDUCATIONAL QUALIFICATIONS
PROFESSIONAL CREDENTIALS

	Certified Public Accountant (Licensed by the Philippine Regulation Commission)
	Oct 2007

	PFRS Seminar by Isla Lipana & Co. (member firm PriceWaterhouse Coopers)
	 Sep 2008

	Microsoft Excel 2007 – Level 1 and 2
	 Sept 2010

	Microsoft Excel 2007 – Level 3 and VBA
	 Dec 2009 

	Microsoft Access 2007 – Level 1 and 2
	 Sep 2010

	Problem Analysis and Decision-Making Workshop
	 Feb 2010

	Business Communication
	 Jan 2010

	Global Investment Banking
	 Jun 2011

	American Speak Programme
	 Dec 2005

	Various Personal Development and Leadership Trainings
	


TECHNICAL SKILLS
· SAP proficient (5-year experience)

· Proficient in Microsoft Word, Excel and PowerPoint
PERSONAL INFORMATION

	Date of Birth: 5th Feb, 1984
	
Marital Status: Single

	Nationality: Filipino
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