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SANDRA 
CAREERHIGHLIGHTS:
· SkillfulAdministrative Support&GeneralManagementfordiverse industries
· Exposure&involvementincompany&officestart-upwhichincludedirectinvolvement intheset-upofabusinessprocess
· Extensive experience in Accounts, Office Administration, Customer Service, Human Resources,Marketing, MarketResearch
· ExcellentEnglishcommunicationskills (oral&written),abletogrowpositiverelationshipswithclients &colleaguesatall organizationallevels.

· Ensure Company Finance Stability by extensive monitoring and supporting owner- financedepartmentwithaWIN-WINsituation.
SKILLS & EXPERTISE:

· TallyERP9 Expert (Accounting Software)

· Been in Accounts and Administration for the whole professional career life

· Very good in Product Presentation and Facilitation of trainings and seminars

· Selling, Marketing & Customer & Personal Relations

· Internet Access (Explorer & Outlook)

· Computer Literacy (MS Office Application,Outlook,Word,Excel,Publisher, Power Point)

· Very Good Communication & Written skills (English), Able to speak in American accent
CURRENT JOB:


April 12, 2014 – Present



FINANCE AND ADMINISTRATION MANAGER

· JOB DESCRIPTION

· The Executive Secretary of the CEO and Vice President

· The Press Relationship Officer (PRO) of the company. Process licenses, visas and etc.  In charge in all documentary and legal works for the company. Represents the company/owner at Sharjah Airport International Free Zone Authority in case owner unavailability.

· Holds responsible on all customs whereabouts. 

· Handles Finance and administration management which includes HR roles and duties.

· The accountant of the company.
· Monitoring and interpretingcash flows and predicting future trends.
· Handle Petty Cash Funds
· Assist the sales manager on closing deals and projects. 
· Developing Financial management mechanisms that minimize financial risk; implement conservatism type of management, conduct reviews and evaluations for cost-reduction opportunities;

· Manage company’s financial accounting, monitoring and reporting systems; produce an accurate financial reports to specific deadlines

· Purchaser of factory supplies from the local market

· In charge of the imports and exports local and abroad
· Arrange new source of finance for a company’s debt facilities

· Responsible for providing financial advice and support to clients and colleagues to enable them to make sound business decisions.
Employment History: United Arab Emirates

MUREX TRADING LLC, Dubai, 





Dec 4, 2010 – Present
SENIOR OFFICE ADMINISTRATOR/ ACCOUNTANT 
· ADMINISTRATIVE ROLES
· Start the company from scratch. Set up the company’s office accounts and administration and oversee all administrative management duties for the organization.       
· Controls, monitors, and administers all documentations and correspondence from local and import suppliers and clients
· Attend meetings on local and import suppliers.

· Setting  up  a  document  control  system,  updating  logs  correspondence,  preparation  of submittal and transmittal logs, drawing submittal logs and proper generation of information.
· In-charge of Business Development for Dubai (main) and Kenya Branch
· Assistthe planning department in preparing the weekly and monthly progress reports to the direct head, Minutes of Meeting etc. also including drafting letters and other reports as required by the Managing Director.
· Monitor daily attendance & sorting out legal files.
· Act as Executive Assistant to the Managing Director (also the Owner)
· Handle the Flight and Hotel Bookings including detailed itinerary of the Managing Director on his local and abroad meetings and trips.
· Arrange import and export shipments; Process Certificate of OriginOnline; Process Shipment Insurance and Payment; Monitor shipments clearance and delivery
· In-charge in hiring staff in all departments; Handle Employment Records; Monitor and Evaluate employee performances;Process monthly salary thru WPS of Central Bank

· FINANCE AND ACCOUNTS JOB FUNCTIONS
· TALLY ERP9 administrator

· Prepare budget & estimates revenue & expenses.

· Generate Financial Reports

· Review & analyze financial statements & reports.

· Oversee payroll functions.
· Prepare monthly WPS.

· Handle petty cash and cheque making &disbursements.

· Monitor cash in bank flows.

· Handle Company Receivables and Payables
· In-charge in banking and finance transactions
· Ensure inventory accuracy
· Impose item costing and budget forecasting
· Process LC, TT and STL transactions on paying Import Suppliers
· Monitor Cash on Hand and Cash in Bank on daily basis and generate monthly report with banking reconciliation.
· Assist Finance Department in Kenya branch

· Company’s Financial Controller and Company’s Accountant

WORK HISTORY& EXPERIENCES:
PUBLICOFFICIAL            Barangay Councilor
TanjayCity,NegrosOriental


2007-2010
HR MANAGER
Teletech CustomerCare Mgt. Inc.

BusinessPark,Dumaguete City, Phils.
2008-July2010
BRANCHOPERATIONMANAGER/ACCOUNTANT - CHIP’NFoods     Corporation, DumagueteCity,NegrosOriental2000-2008
SECRETARYBelgianAgrarianReform Program(BIARSP)
Philippine RegionIXoffice

1999-2000
EDUCATIONAL ATTAINMENT:

1996-2000                               
Bachelor of Business Administration

Major: Management

Philippine American School:Silliman University
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To buy the contact details of this registered candidate,

send email with your company name and position available to

cvcontacts@gulfjobseekers.com or call +971504753686

�












