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OBJECTIVE

To secure a position in an organization that could further develop and utilize my skills and extensive experience in the accounting field.
QUALIFICATIONS

( Hardworking and goal-oriented

( Can work with minimum supervision

( Equipped with problem-solving and analysis skills

( Has a strong attention to details and specific procedures

( Flexible and can manage any reporting system/method as per requirement         

( Knowledge in MS Office applications

( Exposed to an ERP environment, namely, Easy Voucher System (EVS), 

    M-System, Systems Applications and Products (SAP), Tally Software and

    Oracle E-Business Suite Software
WORK EXPERIENCE

Executive Accounts (Property Finance)

Damac Properties Co. LLC

Tecom Area, Dubai, U.A.E.

February 2014 - Present

Scope of work:


( Verify each cheque deposit credited into the company's account by checking the specific receipt from the system which matches the cheque details mentioned and apply it accordingly into the customer's outstanding balance.
( Create receipts for every direct cheque deposit or direct transfer payment (local or international) made by the customer which are reflected in the bank statement based on the customer’s Proof of Payment (deposit slip, swift copy or online transfer slip) and update these payments into the customer's account. 

( Prepare debit memo entries for all bounced cheques reflected in the bank statement and notify the Collections department so as to communicate such case to the customer for further advice or instruction.
( Generate the customer's Statement of Account on a monthly basis and verify the completeness and accuracy by checking the invoices raised based on each customer's payment schedule as well as the other fees to be charged such as land registration fees.

( Update the system for those confirmed rejected deals (property/unit) of the customer by unapplying all the payments made and reversing the corresponding invoices.

( Responsible for receiving, organizing, verifying and keeping all cheques collected from customers in head office as well as from sales offices.

( Prepare internal and bank documents for all cheques collected from customers which are due for deposit on a daily basis.

( Summarize the daily deposits by maintaining and updating the cheque deposits summary report which are then circulated to other accountants (property-receivable) for their reference and records.

( Monitor all bounced cheques received from the bank and notify the concerned accountant so as to communicate it to the property consultants for further action. 

( Liaise with Collections and Handover departments regarding the different discrepancies on cheques received from customers, and request for replacement of bounced or returned cheques as well as the cheques to be received as per new payment schedule of the customer.  

( Attend and assist Collections, Handover, Customer Relations Management departments or other accountants regarding queries for cheques received from sales or head office.

( Verify cancelled cheques and cheques that are on-hold and to be deposited on a specific date by gathering and corroborating it with specific approvals and documents which will validate such cancellation and/or amendments to it.

( Reconcile the cheques that are still unapplied to the customer's account during the closing of each month by taking some procedures like, (1) checking physically if it’s already received from sales offices; (2) if there are certain cases which restrict it from being deposited such as cheques that are being held with corresponding approvals; (3) cheques that should be cancelled as the deal of the customer has been rejected or, (4) if it's with technical discrepancy and needs to be amended or replaced by a new cheque.

Accounts Assistant (Accounts Receivable)

Zio Technologies LLC

Al Quoz, Dubai, U.A.E.

October 2010 - December 2013
Scope of work:


(  Billed client's purchases as well as the service, installation and commissioning charges for project-based job order like Audio Visual, IT, Access Control, Security or Digital Signage System using Tally Software.
( Reviewed, analyzed and prepared invoices and other related documents required for purchase orders under the Letter of Credit (LC) payments. 

( Assigned to maintain and monitor the delivery status summary of big projects to facilitate progressive invoicing as per client's Purchase Order terms and conditions.

( Prepared credit and debit notes upon collection and analysis of approved documents to substantiate such creation or issuance of notes. 

( Assisted in preparing and sending Statement of Account to clients upon request and as per requirement as well as payment follow-ups for these outstanding accounts.

( Has a background in the inventory procedures such as preparation of delivery documents for dispatching materials from the warehouse and issuance of returned receipts for items being sent back by clients due to specific cases or conditions as per approved terms and agreement with the client.

Accounting Staff (Accounts Receivable & Inventory)

BPO International, Inc.

Makati City, Philippines

October 2009 - September 2010

Scope of work:

( Handled client's inventory, sales and distribution of its products for export.

( Monitored and prepared daily inventory accounting of products for its China shipment.

( Prepared and transmitted weekly automated commercial invoices and supporting documents for each of the client's customer in Middle East (markets such as Lulu Hypermarket and Carrefour).

( Tasked to prepare weekly reports regarding sales and inventory for its China shipment, namely, Rejection Summary per Packing House Report, Sales Schedule and Vessel Monitoring Report.

( Responsible for posting into the system all purchased inventory, sales down to billing the customer and all reflected scrap/rejects for China and Middle East shipments.

Accounts Assistant (General Accounting)

LG Electronics, Phils., Inc.

Pasig City, Philippines

November 2008 - June 2009

Scope of work:

(  Handled company's general payables.

(  Recorded petty cash expenses for replenishment.

(  Prepared cash application of accounts receivables.
(  Managed insurance application/claims for company-owned vehicles.

(  In charge of liquidating employees' cash advances and reimbursements.

(  Prepared quarterly creditable withholding tax certificate for each supplier.

(  Responsible for processing and encoding new suppliers/vendors of the company to its system.

EDUCATIONAL ATTAINMENT


Bachelor of Science in Accountancy


Philippine School of Business Administration, Inc.-Q.C.


Aurora Boulevard, Quezon City


2003-2007


Secondary Education


Olongapo City National High School


Rizal Avenue, Olongapo City


1997-2001

Primary Education


Olongapo City Elementary School


East Bajac-Bajac, Olongapo City


1991-1997

PERSONAL DATA

( Born in Olongapo City, Philippines on the 5th day of December, 1983

( Youngest child in the family having two sisters and three brothers

( A Roman Catholic by religion

( Language Spoken - English & Tagalog (native language)

( Single

VISA STATUS: 

Residence Visa

REFERENCES
( Will be furnished upon request.
