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OBJECTIVE:
To fully contribute my knowledge and acquired skills to the realization of companies vision through commitment and devote oneself to the task given.
PROFESSIONAL PROFILE:
Highly talented professional with over ten years of high quality experience in Finance, Accounting as well as administrative position.
· Knows the oracle system specifically the fixed asset module.
· Trained to handle and manage the revolving fund in the company.

· Flexible, team player & work effectively in a fast paced environment.
· Excellent interpersonal skills, ability to work well with others.
· Strategic & creative thinker with effective communication and writing skills in English.
· Self-motivated, enthusiastic and committed to professional excellence.
CAREER SUMMARY:

ACCOUNTS ASSISTANT





Dubai, UAE



Dubai Silicon Oasis, Dubai, UAE

August 01, 2014 to present

Duties & Responsibilities:
	· Download the summary of completed vehicles (FB80) and vehicles booked for shipment (AF20) on a daily basis in SAP P18 system and coordinate within the Controlling section.


· Update SAP P18 for all inbound and outbound documents such as Invoice, Bill of Lading, Certificate of Origin, Shipping Order and Packing List
· In charge of the report of Wholesale vehicles booked and subject for shipment from Germany.
	· Review the PME final invoices to be sent to the importers and ensure that invoices are issued in accordance with the corresponding shipping information in the PAG invoices.
· Coordinate with the Receptionist and PRO on the legalization of invoices. Complete the on-line application (Dubai Chamber) and hand over the necessary documents to the PRO.
· Prepare the conformity certificates and other related documents; then forward to the Finance Director for signature.
· Review the shipping documents and ensure that all information is correct.
· Send the final invoice and the shipping documents to the importers; ensure that country specific requirements on documents are completed; and keep a scanned copy and a hard copy of these documents in the importer files.
· Archiving and updating of records in the storeroom. Ensure that files are labeled correctly, scanning of documents and proper disposal of old files. Responsible for the cleanliness and orderliness in the storeroom.
· Alternate for the other Accounts Assistant and Receptionist.
· Assist the other Finance department employees as and when required.



ACCOUNTS ASSISTANT






Dubai,UAE
Al Bahri Hardware & Safety Equipment LLC

Al Quoz 1, Dubai, UAE

September 09, 2012 to July 31, 2014
Duties & Responsibilities:
· Disburse and replenishes petty cash fund.

· Responsible in preparing and releasing checks payment to suppliers
· Prepares Cash flow 
· Doing bank reconciliation.
· Allocates payment and receipts.
· Sends payroll through WPS.
AUDIT STAFF

Sunwest Construction & Development Corporation


Legazpi City

March 19, 2012 to May 10, 2012
Duties & Responsibilities

· Receives fund request, processes and transmit to Accounting Department for funding.

· Checks the accuracy of payroll computations.

· Checks the accuracy of liquidation of disbursed funds based from company policies.

· Maintains monitoring of liquidations of revolving fund, and other fund requests purposely to verify further requests. 

ASSISTANT CASHIER/ACCOUNTS ASSISTANT
Sunwest Construction & Development Corporation


Legazpi City
May 01, 2007 to March 18, 2012
Duties & Responsibilities:

· Manages the revolving fund of the company.
· Disburse and replenishes petty cash fund.
· Responsible in preparing and releasing checks payment to suppliers
· Responsible in scheduling payments to suppliers.
· Manage the daily cheque run.
· Record all cheques.
· List all vendor cheques in the logbook.
· Prepare manual cheques as and when required.
· Handles accounts payable.
· Receive and verify invoices and requisitions for goods and services.

· Verify that transactions comply with financial policies and procedures.

· Prepare batches of invoices for data entry.

· Maintain listing of accounts payable.

· Maintain updated vendor files and file numbers.
· Cash count and releases weekly payroll of laborers.
· Prepares report like cash flow needed by the officers.
· Responsible of filing important and confidential files.
FINANCE CLERK                                  
LIBERTY COMMERCIAL CENTER                                                    
Legazpi City

March, 2006 to March, 2007
Duties and Responsibilities:

· Set up the fixed asset of the company.
· Recording of fixed asset using the oracle system.

· Computes for the depreciation expenses of company’s fixed asset.
· Making sure that all of the assets were properly accounted for.
PROCUREMENT CLERK/ADMIN ASSISTANT
LIBERTY COMMERCIAL CENTER



Legazpi City
March, 2004 to March, 2006



                  
Duties & Responsibilities:
· Canvasses needed materials for the operation of the company (office supplies, construction materials and others).
· Prepares purchase order and places order to suppliers.
· Makes the necessary projection of operating supplies of the company.
· Prepares expenses report on a monthly basis.
· Attend to calls and receives report to various department and forwards to the concern.
· Making memos for internal communications.
· Answers call and forwards to concern departments.
· Type correspondence and maintains office files likes memos.
SALES ASSISTANT
LIBERTY COMMERCIAL CENTER



Legazpi City

May, 1998 to February, 2004

Duties & Responsibilities:

                  

· Assists customers in locating merchandise and answering a variety of questions concerning general merchandise; demonstrates use of merchandise upon request.
· Stocks shelves, counters or tables with merchandise; keeps merchandise orderly and neat in appearance.
· Checks inventory periodically to obtain reorder information to replenish stock; informs designated staff member of needs or places orders with outside sales representative within established limits.
SKILLS:

· Knows the Microsoft Office applications particularly MS Word, MS Excel, MS Powerpoint.
· Knows the Oracle application particularly the Fixed Asset Module.
EDUCATIONAL ATTAINMENT:
BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION
Bicol University College of Arts & Sciences
Albay Philippines
April 1998
PERSONAL INFORMATION:

Birth date
:



March 29, 1977
Age

:



39
Height

:



158.5 cm
Weight

:



55 kilos
Nationality
:



Filipino
Religion
:



Roman Catholic
Civil Status
:



Married
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