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OBJECTIVE
An Accounting by profession with 7 years rich in UAE experience seeking for an accounting position or any related function where my extensive experiences and knowledge will be effectively utilized and further develop in contribution for  the growth of the company.
CAREER PROFILE
· Detail-oriented, efficient and highly organized professional.

· Excellent interpersonal and communication skills. 
· Positive attitude towards the assigned work.
· Good versatility and adaptability.
· Ability to handle multiple tasks and work independently under pressure.
· Flexible, good team member, fast-learner, hardworking, computer savvy. 
PROFESSIONAL EXPERIENCE
PACT ENGINEERING FZE - DUBAI (UAE)
Payable Accountant (June 29,2011 to August 31, 2014)
A leading EPC contractor and manufacturer of industrial and municipal water and waste water treatment equipment plants.  Pact covers design, manufacturing, sourcing, installation and servicing of water, wastewater treatment, water desalination plants and equipment.
Job description:
· Processes accounts payable – Trade, non-trade and other miscellaneous payments in accordance with Company’s established policies and procedures.  
· Ensures proper support is attached for review. (Such as Invoices, delivery notes, confirmations, SOA & etc.)
· Handles and controls daily petty cash disbursements.
· Monitors and controls Fixed Asset accounts, Advances, Prepayments and other General expenses.

· Prepared month- end journals and reconciliation of General Accounts. Managed to resolve discrepancies and correct accounts balances.
· Attends other necessary functions such as preparing & printing of cheques, fund transfers, monitoring daily cash flows, invoicing, response to vendor inquiries, costing and etc. 
· Attending daily incoming calls from suppliers, clients and inquiries from other individuals within and outside the company.
THE MANOR HEALTHCARE LTD. – LEYTONSTONE, LONDON,UK

Healthcare cum Administrative Assistant (July 01, 2008 to December 31, 2010) Part- time
The company is engaged in providing professional social and healthcare services of elderly people within the area to its highest 
standard.
Job description:
· Provides Administrative support such as answering telephone calls, assisting clients & visitors, and resolving range of administrative problems & inquiries. 
· Placed and follow-up purchase order and monitors inventory of food stuff and domestic supplies.
· Checked delivery of placed purchase order against its delivery note and invoices.

· Prepared summary report of all number of hours work by the staff before month end and forward to payroll department.
· Assists Registered Nurse in the inventory of medicines, and prepares orders for the next month cycle.
· Attends related functions as healthcare assistant.

SAIFEE SHIP SPARE PARTS & SHIP CHANDLERS, LLC – DUBAI (UAE)
ACCOUNTANT ASSISTANT (May 17, 2004 to August 31, 2007)
The company is leading supplier of marine stores, both to the domestic UAE market place, as well as the International marine community. An ISO 9001:2008 and OHSAS 18001:2007 certified.
Job Description:
· Responsible in the management of Company’s major accounts receivable (International clients), follow-up collections of due accounts by all means and issued credit notes on any variances affecting sales.
· Controls, supervises and monitors the outflow of sending volume of sales invoices with correct documentation attached.
· Handles reconciliation tasks such as preparing bank reconciliation on a monthly basis; and reconciliation of accounts between company and Clients record.  Post entry on unaccounted transaction and analysis of any variances to correct balances.
· Handles accounts payable to suppliers, utilities & bills, petty-cash and other miscellaneous expenses from its preparation, processing and posting of entries.
· Prepares quarterly Sales Report subject for  sales commission to be submitted to higher management.
· Effectively response any correspondence affecting sales invoices/statement & collection; Purchases & payments of accounts through emails, fax, letters and telephone calls.
· Assists and directly reporting to the Finance Head.
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VIBAL PUBLISHING HOUSE, INC. – QC PHILIPPINES
ACCOUNTS RECEIVABLE ACCOUNTANT (Apr. 08, 2003 to May 14, 2004)
The company is engaged in the Production and supply of textbooks and other educational reading materials (elementary and secondary) all over the Philippines.
Job Description:
· Responsible in the management of over 2000 various accounts receivable all over the Philippines both public and private school accounts.
· Input daily data entries of cash collection, monitors sales collection report, update records regularly to reflect new account balances and review reports if payment is properly applied against particular sales invoices.
· Forward monthly statement of account to various customers to update their records and to follow-up collections.
· Control the approval of customer’s purchase orders by verifying outstanding balances as per company’s policy on credit control and conducts credit investigation of newly open account before any purchase orders are granted.
· Handles reconciliation task related to company and customer’s record, identify unaccounted transactions and resolve discrepancies to correct account balances.
· Generation of month end report for Accounts Receivable account.
EQUIPMENT ENGINEERS, INC. (EEICORP.) – QC PHILIPPINES
GENERAL ACCOUNTING STAFF (Feb.0 8, 2000   to Apr. 07, 2003)
The company is a principal provider of international equipment and systems in the Philippines. It is a subsidiary of EEI Corporation, the Philippines’ leading construction company. An operating division which business focus as supplier and importer of equipment and supplies for mining companies, expanded its product lines to a full range of industrial equipment and systems to serve other sectors of the economy: heavy industries, oil and petroleum companies, manufacturing enterprises, construction firms, and other businesses.
Job Description:
· Efficiently handles various accounting functions such as management of Accounts Receivable, Accounts Payable, Petty-cash fund, Inventory of Fixed Asset, Capital Expenditure Proposal, Operating & Controllable expense schedules, Budget schedules of different Marketing group (Mining, Product Development, Petroleum Equipment, Government, Telecommunication, Building & Construction Group), Monitors Foreign Orders and Tax Compliance Remittances.
· Handles the complete accounting cycles from preparation, processing, posting of journal entries, analysis on any variances, closing of accounts and generation of various accounting reports (different account schedules & Financial Statements) on a monthly, quarterly and annually basis. 
· Handles  Bank Reconciliation task such as  reconciles bank statement of various bank, identify unaccounted transactions and post adjustment to correct book balances; same as reconciliation of accounts between company and customer’s record.

· Processes payments to various suppliers, utilities, cash advances, credit cards for Managers and transportation allowance remittances to salesmen and Product Managers.
· Record and post entries of volume of invoices, official receipts and credit memos entries in the accounting database system. 

· Assist in internal and external auditing procedures to supply the necessary information, schedules report and supporting documents to external and internal auditors.

· A liaison officer for Tax compliance remittances to the Bureau of Internal Revenue, Filing of Taxes, process Annual Renewal of Business Permit and liaise directly to the Department of Finance to apply effectively Tax Credit Memo in payment of company’s value added taxes in terms of Million Pesos. From the  point of preparation to its final report for payment and filing of taxes.
· Company’s entrusted person for safe record keeping of important files and documents such as Audited FS, Income Tax Returns, Business Permit, Contracts and others. 
CHERRY FOODARAMA SUPERMARKET – MANILA, PHILIPPINES
RECEPTIONIST cum CUSTOMER’S ATTENDANT (May 13, 1999 to Feb 7, 2000)
The company is a well-known food chain supermarket in Metro Manila.
Job Description:
· Attend telephone calls, customer inquiries, direct and relay telephone & fax messages.
· Receive and sort mail and deliveries, open and date stamp all general correspondence.
· Assist in the planning and preparation of meetings and conferences.
· Monitor the use of office supplies and equipment, maintain an adequate inventory of office supplies and coordinate the repair and maintenance of office equipment.
· Schedule appointments and maintain appointment diary either manually or electronically.
· Develop and maintain a current and accurate filing system.
· Verifies credit cards and ensure proper identification is accurately presented.
· Perform other related functions.

EDUCATIONAL QUALIFICATION
Advanced Diploma in Administrative Management (Level 5)

Pinnacle College UK, Eltham London SE9 5DQ




Mar 2010 – Dec 2010 






  



              (1st term)
Professional Diploma (NVQ3) in Health and Social Care 

THAMES INTERNATIONAL COLLEGE, London WC1H 9SN


June 2008 – July 2009
Bachelor of Science in ACCOUNTANCY

Philippine School of Business Administration (PSBA), Manila Philippines 

 March 1995 - April 1999

COMPUTER PROFICIENCY
· Proficient in Microsoft Office Packages – MS Word, Excel & PowerPoint, MS Internet Explorer, Email correspondents
· Proficient in any Computer Accounting System Application (Basic SAP, SAGE, Tally, Quickbook, Peachtree, Oracle, Unixee, Eric & etc.)

· Fast Typing Speed of  35 to 40  words per minute

SEMINAR/TRAININGS ATTENDED
· Fire and Safety 




31 Jul  2008
Etheldred House, Cambridge
· Total Quality Management Orientation Seminar

19 Jun 2000
EEI Corp-QC Phils.
OTHERS
· PTE Pearson Test of English (Academic)


09 Oct 2010
Passed
London, UK
· Career Service Professional Examination  

26 Nov 1999
Passed

Civil Service Certificate of Eligibility

Quezon City – Philippines

PERSONAL DETAILS 
Nationality:



Filipino
Visa Status:



Visit Visa 
Health Status:



Excellent
Mar ital Status:


Single

Birth Date:



January 31, 1978
Language Skills:


English and Tagalog
REFERENCES
Furnish upon request.
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