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OBJECTIVE:
To contribute my zeal of working with commitment, honesty and sincerity to achieve the organizational goal, support that I will need as well as professional



advancement to grow as an individual.
EMPLOYMENT RECORD: 



Jan. 17,2014 to  Feb.28,2015-PARTIME ONLY
Accounts Assistant (Payables and Receivables) cum Tele-Collection

· Process vendor and supplier invoices, in a timely manner, verifying accuracy, approvals and account coding in accordance with company requirements.

· Prepares cheques and associated reports, as required 

· Prepare and maintain pre-authorize payments monthly or as required.

· Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly

· Reconcile Accounts Payable sub-ledger to General Ledger monthly.

· Enter and reconcile cheques cashed to accounting software monthly.

· Respond to vendor inquiries as required. 
· Knowledge and application of QUICKBOOKS  SOFTWARE.
· Process all client or miscellaneous payments daily or as required
· Maintain and distribute accurate listing of overdue accounts 

·  Refer overdue accounts to Director of Finance for adjustments, write- off or collections.

· Prepare accounting adjustment forms where required.

· Respond to client or payer account inquiries as required
· Follow up payments in daily basis,whether by telephone conversation or emails

· Can do multi-task with all office related works.

· Responsible in handling petty cash
May 24, 2011 to  present
Customer Service Representative/Data  Entry/Clerical and Admin. Assistant
· Receives and handles telephone calls, email,  and other correspondence, some of which may be of a confidential or sensitive nature

· Responsible in providing customer  information to address inquiries regarding products and services. In addition, we help resolve any customer complaints. For instance, a customer representative may assist you in opening an account or help you to resolve a problem if you cannot access your account or if your order never arrived. As customer service representatives gather their information via a telephone call.

· Can work with minimum supervision and  receive, direct and relay telephone messages and fax messages

· Develop and maintain a current and accurate filing system regarding concerned and  ensures completion of paperwork

· We do cash payouts of different types of money transfer.                           

· We do online transfer remittances such as Bank Telex Transfer.
· Responsibility to accommodate customer's satisfaction by having a good customer service.

· Providing other clerical duties and assigned task from time to time by management

· Answer telephone calls that includes receiving and transfer to appropriate staff, and coordinates with several departments

· Meet and greet clients and visitors,setup and coordinate meeting and conferences                 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing, Responsible in handling petty cash.
· Sign for and distribute courier whether its packages,letter,parcels and bills to concern departments so as to the staff

· Responsible in checking the office supplies and other miscellaneous errands

· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys

· Support staff in assigned project based work.


ASIA  EXCHANGE CENTER





Dubai



September 29, 2008 to May 8, 2011

Remittance Executive(Cashier)/Customer Service cum Admin.Assistant
Administrative Assistant

· Answer telephone calls that includes receiving and transfer to appropriate staff, and coordinates with several departments

· Meet and greet clients and visitors                     

· Create and modify documents using Microsoft Office

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing

· Sign for and distribute courier whether its packages,letter,parcels and bills to concern departments so as to the staff

· Responsible in checking the office supplies and other miscellaneous errands
· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys

· Responsible in handling petty cash

Remittance Executive

· Responsible in doing over the counter for different product types of home remittances by sending and receiving money transfer coming from different countries through Western Union, Unistream, Ary Speed Remittances, Turbo Cash Remittances, Instant Cash and Expressmoney.

· We do cash payouts of different types of money transfer.                           

· We do commercial remittances such as Bank Telex Transfer.

· Responsibility to accommodate customer's satisfaction by having a good customers service.

· Responsibility to do cash payments and cash receive to customers-as Cashier


Prepare telex transfer for walk in customer. Prepare padala transfer such as  (IREMIT,BANCO DE ORO,BPI AND DEVELOPMENT BANK OF THE PHILIPPINES, RCBC AND TRANSFAST TRANFER)

Do the monthly report for Different on-line products as well as Padala Transfer.

Responsible for answering the Query of customers with regards to WPS (WAGE PROTECTION SYSTEM). Update branch file for WPS customer,

Assist the customer with regards to processing, queries, salary payment mode as to the customer wish, upload the SIF file of the company and make the DIF confirm report as per the salary is done,and giving importance to customer queries with regards to wage protection system.
EMKE Group of Companies





Dubai



October 31, 2003 to December 30, 2007

Counter Sales Staff (Cashier) / Customer Service

· Responsible in handling customer’s purchase at the check outs.

· Responsible in accepting customer’s cash or credit payment of their purchase at the check out.

· Responsible in accommodating customer’s queries of a certain products, its features, prices, and location.

· Responsible in maintaining good customer service.

· Attending customer inquiries and complaint.

· Attending telephone calls / paging system.

Citibank                                                                    Eastwood Ave., Quezon, City

Aug. 8,2001 to July, 2003

Call Center Representative

· Responsible in marketing the Banks product (personal loan,credit card) to all prospective client by phone or personal visit.

· Responsible in looking for a prospective client through referrals, visiting company or any possible ways to find a client.

· Responsible in maintaining good customer relation.

Rockwell Land Corp.                                                    Ayala Ave, Makati City

February 16,2001 to August 14, 2002

Teller (Carpark) Office Assistant

· Responsible in giving parking card to the customer as well as receiving payment.

· Ensure customer’s satisfaction.

· Responsible in doing everyday sales report.

Landmark Corporation

Aug.9-November 6, 2000

Counter Checker

· Responsible in checking all the items being purchased by the customers, as well as by checking all the items punch by the cashier.

Albay,Hotel

June 4,1998-June 5,1999

Front Desk Officer

· Attend telephone calls customers inquiries at the same time ask customer’s tariffs, also attend customer’s reservation.

EDUCATIONAL ATTAINMENT:



College:
Bachelor of Science in Commerce, Major in Management




Divine Word College of Legazpi





Legazpi City, Philippines





1996-1999

Secondary:
Catholic Central School





Tabaco, City





1992-1996

Elementary:
Catholic Central School




Tabaco, City





1986-1992

SKILLS:

Computer Literate (MS Office Advance and Internet Explorer)



Knowledge to speak in Arabic (can communicate atleast)



Knowledge and application  in  basic accounts/QuickBooks


Assistant to ADMIN and  related to office work
PERSONAL DATA:



Expiry Date
:
January 04, 2017



Marital Status
:
Single



Religion

:
Roman Catholic



Visa Status
:
Transferable
