[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



CV NO: 1552344
[image: image2.png]



Whatsapp Mobile: +971504753686 Phone +97143970978

 E-mail: gulfjobseeker@gmail.com
HAZEL
Visa  Status: Visit Visa

Career objective
To be part and be recognized in the professional organization, utilize my proficiency in the field of expertise for the progress of the company, as well as for self-development.

PROFESSIONAL EXPERIENCE

APPLUS VELOSI CERTIFICATION LLC -QATAR 

February 2013 - February 2014                        Doha, Qatar

Accounts Assistant 

Key Responsibilities
· Receive timesheets from department for invoicing. Verify all required documents for final invoice. (WWI & Non-Destructive Test) 

· The final invoices required thorough checking to minimize errors. It should have obtained approval from Head of Accounts Manager.

· Prepare transmittal sheet attached with respective invoices to be submitted to client & file the original receipt for collection. 

· Prepare statement of account. 

· Assist on collection matters if necessary. 

· Prepare client reconciliation of accounts. 

NATIONAL CONTRACTING and TRADING - QATAR

October 2012 – January 2013                            Doha, Qatar

Accounts Assistant 

Key Responsibilities
· Process accounts payable paperwork at completion of the check run.

· Posting all cash receipts, discounts, allowances, and other charges. 

· Bank Reconciliation, A/P Recon for sub-contractor. 

· Manage confidential documents and correspondence
· Performs other administrative duties as requested. 

LIGHTBOX INTERNATIONAL- QATAR   

June 2011 - July 2012                                              Doha, Qatar 

Admin cum Accountant
Key Responsibilities

· Process accounting data such as invoicing, receipts, delivery note, credit/debit memo.

· Monitor and record all expenses.

· Collections follow-up & monitoring all suppliers account. 

· Weekly Report such as Bank Balance, Payables, Receivables & Stocks availability.

· Monthly Bank Reconciliation.

· Verifies & tender quotations to client if necessary.
· Prepares payroll staff.
· Performs general administrative functions as required. 

LIMKETKAI MANUFACTURING CORPORATION  

(An affiliate of Limketkai Group of Companies)   

March 2007 – January 2011                                    Cagayan de Oro City, Philippines        

Inventory Accountant

Key Responsibilities

· Establish major directives on plant and warehouse physical inventory count on all inventorial items (raw materials, work-in process, finished goods, packaging materials as well as defective goods – on a monthly, quarterly, mid-year and year-end basis.

· Identifies, investigates and rectifies routine errors and anomalies in input data so that all financial data in the System can be relied upon.

· Reconciliation of monthly inventory and determine the root-cause for each significant variance.

· Assists in the preparation of annual cost budgets for inventory.

· Prepare a variety of accounting related activity reports and proper filing of such documents as per established company procedures.

· Coordinate with internal auditors during annual audit of inventory items.

Accounts Payable – Raw Materials In-Charge  **concurrent position

Key Responsibilities

· Facilitate the timely and accurate recording of purchases, expenses and subsequent payment of cost centers or buying stations.

· Maintain accurate supplier and purchases records in the System.

· Monitor & record all expenses incurred from planting.

· Assists in the processing of payments of Raw Materials Purchases in a timely & accurate manner.

· Submit weekly & monthly reports on copra purchases, production report, and inventory as well as sales related vegetable oil production to Philippine Coconut Authority.

· Review, analyze and recommend adjusting entries in the System.

Payroll In-Charge  **concurrent position
Key Responsibilities

· Payroll processing for regular workers in a weekly basis including 13th month and government remittances.

· Process & monitor weekly cash advances of weekly regular workers.

· Analysis of all Advances of Employee on a monthly basis.

· Verification of contracted payroll computations on a weekly basis including government remittances and agency share.

· Review and update payroll deductions & reconcile to ensure accuracy.

· Preparation of journal entries for such contracted and regular payroll.

TOYOTA CAGAYAN DE ORO, INCORPORATED 

(An affiliate branch of Toyota Motors Philippines Incorporated)   

July  2004 – April 2006                                  
  Cagayan de Oro City, Philippines        

Credit and Collection Staff - After Sales Financial Reporting

(Parts & Services

Key Responsibilities

· Supervise the input and handling of financial data and reports to the company’s automated financial system.

· Monitor and review all accounts receivable.

· Establish, maintain and coordinate the implementation of accounting and control procedures in the Peachtree Accounting System.

· Carries out general administrative assistance as required.

· Receive & records charge invoice transactions for validity, accuracy & completeness.

· Coordinates with service departments to capture the monthly billing information into receivable accounts as well as estimate provision for doubtful accounts based on accurate aging analysis.

· Performs and reviews Accounts Receivable classification and reclassification in line with corporate regulations.

· Generates statement of account for each customer account. 

· Preparation of Debit Memos or Credit Memos if needed.

· Supports the collector in initiating or scheduling collections.

· Performs monthly reconciliation for Accounts Receivable sub-ledger as well as timely analysis of such report while providing accurate data to the Head of Financial Report..

ACADEMIC QUALIFICATION
June 1999 – October 2003

La Salle University – Philippines

Bachelors of Science in Accountancy 
Graduated 2003

June 1995 – March 1999
St. Vincent’s High School – Philippines

Secondary

ACCOUNTING SOFTWARE 

· SAP FICO 

· JD Edwards Enterprise One

· Oracle E-Business Suite  

· Peachtree Accounting System (Premium & Manufacturer’s Edition) 

· Automated Accounting

· Proficient in MS Office Applications (Excel, Word, Outlook, etc.)

Conventions, TRAININGS AND SEMINARS ATTENDED

· Hazard Identification & Risk Assessment
Velosi Office, HSE Conference Room, Doha Qatar

November 2, 2013 

· Think Outside the Box(Aspiring Topnotch on Practice)
Conference Room, Toyota Cagayan de Oro, CDOC, Philippines

      December 6-10, 2005

· Workplace Mentoring and Coaching

      Conference Room, Toyota Cagayan de Oro, CDOC, Philippines

      November 15-18 & 22-25, 2005

· Work Value & Attitudinal Workshop
      Conference Room, Toyota Cagayan de Oro, CDOC, Philippines
      November 27 - 30, 2004
SKILLS 
Ability to prioritize tasks, manage time effectively, and accommodate changing environment. 
Possess strong analytical skills in proposing well-founded conclusions, with a logical approach to problem solving and able to deliver when working under pressure.

Possess the ability to identify control risks, business risks & operational cost reduction opportunities and their applicability to typical business environments & issues.
PERSONAL
· Nickname:            Hazel 

· Birth date:             October 9, 1982 

· Birth place:           Bonifacio, Misamis Occidental

· Civil Status:          Married

· Age:                       33 years old

REFERENCE
Personal References are available upon request 

I hereby certify that the above-mentioned statements are true & correct to the best of my knowledge.

Hazel 
CV of Ms. Hazel
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