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Gulfjobseeker CV No: 1323312
To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Objective:   
To employ in a reputable company which offers professional development and growth potential to further build upon my academic training and where I can utilize my skills and experiences and intend to contribute and enhance my                                                                               knowledge. And to prove myself as a helping hand to your organization, in order as well to gain valuable experience.

Core Strengths:
* Experience in accounting, administration, finance, recruitment, procurement and customer service.

* Handling all correspondence, administration work related to customers, finance, vendor   relations and liaison with government bodies besides assisting in event facility management and stores-warehouse operations.

* Managed effectively procurement functions of the company as backup to the senior.

* Flexible personality and team player with excellent analytical, organizing, communication, inter    personal and management skills.

* Good communication and customer care satisfaction.

* Teamwork and collaboration. Ability to interface with people at all levels. 
Education: 
   Bachelor of Science in Commerce – Major in Accounting

     
   Dr. Nicanor Reyes Memorial Colleges – Far Eastern University 
Trainings:

>   Certificate of recognition for successful completion of ‘Most Refined   Customer

Satisfaction’ an in house educational seminar.

>   Certificate of recognition for successful completion of ‘Supervisory Skills’ an in house educational seminar.

 >   How to deal with Difficult Customers by Dr. Fouad (Brain Storm), Dubai UAE

>    Sales Motivation Seminar by Dr. Fouad (Brain Storm), Dubai UAE

Computer Skills:SAP

   SAIFA – Business Management and Accounts System



   TALLY 
 

   IDS – Intellect Data Software
                             Microsoft Office 
                             Internet Exploring & E-mails
WORK HISTORY:

LLC – MIDDLE EAST
Office Administrator cum Accountant
June 15,2012 to October 15,2014
Job Description:
· Handles recruitment of personnel, interview and selection including correspondence for personnel, suppliers and customers. 
· Assists top management in presentation of new and or contracts for renewal.
· In-charge in processing the necessary  business permit and other government related documents needed includes staff employment procedures in acquiring visas as well as maintaining confidentiality of employer records.

· Responsible for providing administrative and finance support to the Operations Manager including new events application, budgeting, staff planning and revenue targets.

· Coordinates staff schedule of leave and arranging in advance air tickets of their destination. Likewise, hotel accommodation for those staff which are required to stay for the duration of events.

· Monitor staff leave utilization against the schedule. Make travel arrangements for top management.

· In charge in re stocking of stationeries, supplies and general office items.

· Maintain accounting records of the company for Middle East operations and reporting the same to its Head Office in London.
·   Responsible in processing of payment vouchers according to its agreed credit terms including agency and staff wages.
·  Checks all sales reports received from malls if accurate particularly that there is no discrepancy before the issuance of invoices.

·  Keep track of the daily sales revenue and expenses of malls and events, review the previous year’s records and comparing that there is no overspending made and that the allotted budget on each is followed.
·  Monitoring and follow up of payments and reporting the same to management.
·   Authorized in all bank transactions particularly deposits and withdrawals of petty cash funds and ensures over all details for cheque and cash deposits.
· Petty cash custodian.

· Follow ups and prepares necessary documents in importing goods.
· Performs spot on auditing  of toys stocks inventory in malls, sites and warehouse.
INTERIORS – EASA SALEH AL GURG GROUP

Sales Administrator/Local Purchaser
January 01,2010 to May 31,2012
Job Description:

· Checking from suppliers the availability of materials.

· Issuing of Local Purchase Orders.

· Preparation of quotations, invoices, statement of accounts and other documentation.

· Maintaining and updating of project records.

· Dealing and follow up with suppliers for orders, deliveries and invoices.

· Correspondence with local suppliers and customers.

· Coordinating with the warehouse staffs and other branches for pending delivery orders.

· Coordinating with suppliers for orders and deliveries

· Submission of invoices to Accounts for payments.
· Attending customers.
INTERIORS – EASA SALEH AL GURG GROUP

General Accountant

October  19, 2008  to December 31, 2009

Job Description:

· Preparation of Payment vouchers.

· Monitoring of all Receivable accounts.

· Handling day to day transactions – Update and register in IT system.

· Daily sales cash collection and depositing.

· Petty Cash Handling.

· Receivable follow up.

· Follow up of purchase orders for the locally purchased items and booked, invoiced and cleared from the stock. 

· Checking of payments of all the reservation and confirm that all the figures are correct.

· Codes, prepares & posts invoices to each customers accounts.

· Follow up payments and verifies discrepancies, ensure all adjustment are recorded. 

· Prepares receipt vouchers for payments received.

· Posts receipt vouchers to appropriate customers.

· Ensures accounts receivable tally with the customers.

Marcopolo Hotel  (Four Star Hotel) , Deira, UAE

Accounts Payable Supervisor

June 30, 2006 to August 31, 2008
Job Description:

· To check Daily Receipt report (DRR) given by Store/Purchase Department.

· To check/processed Payable Bills as per the Market List/Purchase Requisition or LPO.

· Coordinating with Purchase Manager as to credit term of various suppliers for processing and releasing of payments.

· Verify each bills have charges with the rate which has been agreed with the suppliers.

· Processing of monthly JV’s for Lease Outlets as to consumption of beverages, food and general items as per their issues statement.

· To book Direct Purchase Bills.

· To make fixed assets file.

· Monitoring of Cash Purchases.

· To keep the track of cheque payment according to the cheque list of the suppliers.

· To link the purchases from Store/Purchase Dept. to Finance monthly.

· Monitoring of advances made to suppliers.

· Monitoring/Checking/Process payment of vehicle insurance as to expiration of payment.

· Job role includes taking care of accounts payables, cash handling and other routine accounting procedures and transactions.

Dee Concrete Inc., Pasig City, Philippines

Accountant/Human Resources In Charge, May 1994 – December 2005

Job Description:

· Responsible in payroll preparation for weekly & monthly employees.

· Prepares/Checks monthly remittances return.

· Maintaining of all personnel records.

· Assisting employees on their SSS claims and/or loans, medical benefits claims and/or their income tax returns.

· Filing and compiling of all memoranda regarding personnel.

· Prepares payment/bookkeeping of various monthly utility bills.

· Maintains subsidiary ledger.

· Review and approved accounts payable voucher for accuracy and completeness for various vendors.

· Bookkeeping/Generating Aging of Accounts Payable.

· Reconciliation/Analysis of Vendor’s Balances.

· Ensures all adjustments are recorded and schedules and reports are submitted on time to respective recipients.

· Releasing of checks, including forecasting cash flows & maintenance of adequate funds in order to provide timely payment.

· Monitoring Advances/Deposits to Vendors.

· Preparation of Petty Cash & Cash Disbursement Book.

Teresa Marble Corporation, Pasig City, Philipines

Accountant, Dec. 1992 – March 1994


Job Description:

· Accounting for purchases and accounts payable.

· Prepares weekly and monthly payroll.

· Accounting for operating expenses.

· Accounting for Advances to Officers & Employees.

· Accounting for Disbursements.

· Accounting for Sales and Accounts Receivables.

· Accounting for Loans & Advances to Affiliates.

Avon Products Mfg.,Inc., Quezon City, Philippines

Accounts Clerk, June 1992 – Nov. 1992 


Job Description:

· Maintaining of warehouse files & records – preparation and encoding of receiving                  

reports, delivery receipts and other documents.

· Assists the Warehouse controller in assisting and entertaining all suppliers by receiving the incoming deliveries & releasing of outgoing.

· Preparation & submission of different monthly reports to the different departmental

managers.

· Assists the Warehouse controller in supervising the vendor’s cullers in their work.

· Filing of documents most of the time.

· Assisting employees on their SSS claims and/or loans, medical benefits claims and/or their income tax returns.

· Filing and or compiling of all memoranda regarding personnel.

Personal Information:

Date of Birth:
        May 03, 1972
Civil Status:
        Married

CHARACTER REFERENCE: Available upon request
