
CV No: 997248

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686





Visa Status: Tourist





Availability: Immediate

	OBJECTIVE


“Seeking a good opportunity in a good company that enables me to improve my skills, increase my practical experience, fulfill my personal ambitions and expand my knowledge.”
	WORK EXPERIENCE



1. Position:
Finance Associate

Duration:
September 06, 2006 – March 31, 2013

Company:
Leading Company
Department:
Finance/Administration

Job Description:


· Account Receivables 
· Preparing Weekly Aging Report for local used

· Preparing Monthly Outstanding Report for Taipei office

· Preparing Monthly Cash Receipt Journal Report

· Preparing Billing for export shipments

· Analyzing Weekly Collection and Collection Entries

· Coordination with Marketing AE regarding aging report

· Coordinating with General Accounts and Taipei counterpart concerning vessel expenses.

· Coordinating with Treasury Department regarding remittances.

· Coordinating with IT Malaysia regarding program troubles.

· Accounts Payable

· Preparing Payable and Check Vouchers

· Preparing Checks using ACCPAC program

· Analyzing  Accounting Entries

· In-charge for deposit refund inquiries

· Accepting invoices from suppliers

· Person In-charge for bank check confirmation

· Accounts Receivables - Billing

· Prepare Billing for Import and Export shipments both manifest and non-manifest charges

· In-charge for billing inquiries

· Coordinating with Operation Department for container status

· Coordinating with Marketing Department for manifest charges

· Coordinating with Documentation Department for vessel arrival

· Coordinating program troubles with IT Singapore and head office

· Assist Customer Service Department regarding collection and container deposit refund

· Process Container Deposit Refund

· Treasury Assistant/Customer Service/Teller

· Receiving Daily Collection using Portal and Oracle programs

· Deposit Daily Collection

· Preparing Bank Reconciliation

· Release Container Deposit Refund

· Assist customer regarding billing inquiries

· Handle customer complaints in timely and accurate manners

· Administration Assistant/Receptionist

· Greet and assist employees and clients courteously

· Handle calls and promptly forwards them to appropriate person

· Preparing staff contributions and computation of overtime

· Timekeeper

· Handle clients over the phone and over the counter inquiries

· Manage courier schedule
2. Position:
Customer Service Assistant
Duration:
February 04, 2006 – September 05, 2006

Company:
Metro Main Star Asia, Inc (SM Department Store @ Mall of Asia)
Department:
Customer Service 

Job Description: 

· Meet and greet customers courteously

· Assist customer in locating merchandise as well as merchant establishment

· Accepting Bills Payment/Cashiering

· Online booking reservation for Ticketnet Inc shows

· Assist customer for return and damage merchandise

· Assist in gift wrapping station if  necessary
· Handle customer complaints in accurate manners
3. Position:
Sales/OIC
Duration:
September 28, 2004 – October 19, 2005

Company:
Basix Boutique

 
Job Description:


· Supervised Store Operation 

· Cashiering

· Display

· Inventory Controller

· Sales

· Timekeeper
4. Position:
Office Assistant/OIC
Duration:
May 2004 - September 2004 

Company:
Lizares Petron

 
Job Description:


· Process all government permits

· Process employees clearance and benefits

· In charges for daily cash count

· Inventory Controller

· Purchase Controller

· Timekeeper

· Payroll

	EDUCATION


Carlos Hilado Memorial State College – Bacolod City, Philippines

-Business Administration major in Management Accounting

	INTERNSHIP


ED & F MAN Philippines, Inc. - One of the world’s leading providers of sugar. 

	TRAINING


June 16-23, 2012
Advance Excel 2007 @ Informatics Institute
April 23, 2011
 
Robert Kiyosaki’s Cash flow 101 and 202 Financial Management Workshop
	SKILLS


· MS Excel/MS Word

· Accpac/Portal/Oracle

· Customer Service

· Highly trustworthy, discreet and ethical

· Effective at multi-tasking

· Can work in less supervision

· Submit all necessary reports on time

· Can efficiently learn office specific software and documentation procedures

	PERSONAL DATA 


Age


: 29

Date of Birth

: May 30, 1983

Civil Status

: Single

Height


: 158 cm

Weight


: 53 kg

Nationality

: Filipino

Religion


: Roman Catholic

	CHARACTER REFERENCES AVAILABLE UPON REQUEST



