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Citizenship

: Filipino

Visa Status

: Tourist Visa
OBJECTIVE: To achieve a challenging job assignment in your reputable establishment.
Core Competencies

Financial Statements & Reporting, Debtor & Creditor Control, Inventory and Payroll Management.

professional qualifications and special skills

· 9 years working experience as Accountant in Dubai, UAE.
· Knowledge in Quickbooks, Tally and COMRADE ERP9 accounting softwares.
· Excellent skills in data analysis, creating business data reports in Excel and Powerpoint and Data entry in MS Word.
· Ability to handle multiple assignments without comprising the quality of work.
EDUCATION: Graduate, Bachelor of Science in Accountancy - June 1990 – October 1994

Holy Name University – Tagbilaran City, Philippines

PROFESSIONAL EXPERIENCE
ACCOUNTANT





Nov. 2006  -  Feb. 2016
Shree Steel Overseas FZCO – Jebel Ali, Dubai, United Arab Emirates

Stockist and Supplier of Marine & Oilfield supplies mainly Pipes, Fittings, Flanges, Bolts and Valves.
Duties and Responsibilities
· Handle monthly and year-end closing of Financials.

· Administrator of COMRADE ERP software, maintaining of an accurate and on-track bookkeeping of accounts up to finalization.
· Provide management the required financial data to aid in preparation of yearly Budget and for ISO periodic audit.

· Prepare quarterly and interim financial reports as required by bank, clients or suppliers.

· Act as Liaison to both External Auditors and Bank representatives. 

· Act as the company representative for JAFZA and Customs related works.
· Provide administrative support like maintaining employee daily attendance, monitoring of   expiration of employees’ visas, passport, labour cards and annual vacation.

· Provide management an update on salary increment  and other remuneration due to employee
· Compute staff’s salary and arrange WPS.
· Facilitate renewal of Trade License, Stock, Vehicle, and Employees’ Insurance cover.

· Handle petty cash fund, cheque payment preparation, arranging telegraphic transfer and Letter of Credit, Trust Receipts.
· Coordinate with both Purchasing and Sales Departments in a daily basis to evaluate and keep track of outstanding orders and at the same time ensuring that company’s credit policies are complied with.
· Maintain a daily monitoring database in MS Excel format for both suppliers and customers ageing report to expedite prompt payments from customers and to suppliers.
· Monitor and follow-up clients’ payments through emails and telephone calls.

ACCOUNTS ASSISTANT

June 2005 – November 2006

Global Relocations LLC - Dubai, United Arab Emirates

A reputable company dealing in relocation of personal effects across the globe.
Duties and Responsibilities

· Prepare Office Memorandum and business letters and receive telephone calls.
· Act as Petty Cash Custodian.
· Handle in receiving clients’ inquiry and data entry.
· Forward inquiry for origin, freight, and destination rates/charges to respective shipping agents.
· Negotiate with shipping agents in terms of rates and payment terms.  
· Prepare Quotations / proposals to clients.
· Follow-up for clients’ feedback and Purchase Order.
· Prepare  invoice, monitor outstanding invoices, and follow-up collections.
· Check and Record purchase invoices received from local suppliers and destinations agents.
· Prepare cheque payments for local suppliers and arrange telegraphic transfers for destinations agents.

ACCOUNTING OFFICER





July  1997 – May  2005
Basic Graphics, Incorporated - Mandaue City, Philippines

Offset printing company
Duties and Responsibilities

· Responsible for the accounting and control of cash disbursements (handling of petty cash fund, counting and depositing cash sales and collections to the bank).
· Prepare Daily Cash Position Report and reconcile balances with the bank and prepare necessary adjustments.
· Prepare payment vouchers and issue cheques and prepare month-end schedule of accounts payable.
· Oversea production delivery schedules, and prepare Sales Invoice for day-to-day delivery.
· Monitor daily ageing of accounts receivable, follow-up its collections, and preparation of monthly statement of account and forwarding the same to respective customers.
· Prepare month-end schedule of accounts receivable.
· Responsible for bookkeeping of Company’s Books of Accounts.
HR ASSISTANT

Duties and Responsibilities

· Monitor and check employees’ daily attendance.
· Coordinate with Human Resource Officer in terms of Payroll and DOLE reportorial  requirements

· Compute Payroll, year-end pay, and government benefits.
· Prepare and submit monthly reports to different Government agencies.
· Facilitate permits renewal.
PURCHASING IN-CHARGE
Duties and Responsibilities

· In-charge of sourcing out of raw materials from local markets.
· Deal in purchasing of office supplies and stationery.
· Responsible in negotiating with suppliers in terms of prices and product promotions.
· Conduct physical count/ inventory of raw materials and office supplies.
AUDIT STAFF – STOCK INVENTORY


February 1995 – July 1997

Rhine Marketing Corporation - Cebu City, Philippines
Distributor of leading brands of home and office appliances. 
Duties and Responsibilities

· In-charge of its Regional inventory reconciliation.
· Prepare and submit its Regional Annual Inventory Valuation to the Bureau of Internal Revenue.
· Check and monitor Salesmen ageing of accounts receivable.
· Compute Salesmen monthly incentives.
· Perform other function as assigned.
ADMIN ASSISTANT





October 1994 – February 1995

Alturas Supermarket - Tagbilaran City, Philippines

Reputable Chain of Grocery and Shopping Malls
Duties and Responsibilities

· Assist the needs of the Human Resource Manager.
· Monitor employee daily absences/tardiness.
· Prepare and serve Misconduct Report to erring employees.
· Arrange and compile employee records.
· Prepare and submit reports to the Department of Labour.
TRAININGS, SEMINARS AND WORKSHOP ATTENDED

First Aid Fire Fighting Training Course




        10 March 2010


(EHS – Fire Department, Trakhees, Jebel Ali)

American Safety & Health Institute – CPR and Basic First Aid 

        11 November 2009

(Cedars Jebel Ali Hospital, Jebel Ali)
Internal Auditor Training (IMS-ISO 9001:2008,   OHSAS 18001:2007)
        13-14 March 2009                              (TUV-ME, Dubai UAE)





