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JANINE 
Deira, Dubai, United Arab Emirates
Janine.310266@2freemail.com
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CAREER OBJECTIVE
Aiming for a position that would fit my qualifications and experience, that will not only fully enhance, support and maximize my full potential but will also provide a challenge, excitement and opportunity to achieve high standards of success thru performing the task satisfactorily and eventually contribute and takes part in the growth of the company and its advancement.




PROFESSIONAL EXPERIENCE
Inoxpa Middle East FCZO

Dubai, United Arab Emirates 

INOXPA GROUP is specializing in the manufacturer of stainless steel pumps for food-processing industry which allows offering global solutions as a specialist for the food (dairy, chocolate, juices, soft drinks, water…), cosmetics and pharmaceutical industries. We have a worldwide sales network aiming to remain in close contact with our customer in order to be able to meet their needs by providing expert advice and knowledge by means of the extensive range of products we manufacture.
Administrative Assistant 
Oct 2013 – Present
Reporting to the Finance & Accounting Manager

Duties and Responsiblities:
Administrative:  

· Perform general administrative and clerical duties such as bookkeeping, filling & projects assigned tasks from time to time by management

· Answer phones and operate a switchboard; route calls to specific people.  

· Coordinate mail flow in and out of office.

· Arrange appointments. 
Accounts: 

· Responsible for all Accounts Payable & Accounts Receivable processes.
· Maintain general ledgers recording the status of various accounts and make sure that all the accounts balance.

· Process all purchases & Sales (supplier & customer invoices) 
· Obtain invoice authorisation from the Finance & Accounting Manager to process the payment.  

· Process payment & Receipt vouchers from various vendors and suppliers. 
· Set-up, maintain, reconcile supplier & customer accounts.

· Maintain financial files and records
· Managing & reconciles petty cash transactions. 
· Reconciles bank statements, identify and resolves any discrepancies.
· Receives, audits and process payment for Employee Expense reports.
· Assists the Finance & Accounting Manager in Month End Closing.  
· Prepares fiscal year-end closing entries to facilitate a clean audit.
· Updating daily conversion rate.

· Ensure strict confidentiality of financial records.  

· Perform other related function as requested by the Finance and Accounting Manager.  

Oracle Petroleum Corporation 

Bulacan, Philippines   


An aggressive player in the petroleum industry is engaged in the tolling business of Lubricants. The company avails of technology transfer from the foremost additive gobal manufacturers. The plant is geared towards the production of various lubricants such as automotive oils, gear oils, marine oils, compressor oils, hydraulic oils, turbine oils, and other industrial oils as well as specialty lubricants..  

Accounting Assistant – Accounts Payables
Oct 2012 – Sep 2013
Reported to the Finance & Accounting Manager
Receptionist / Administration Assistant   




             June 2012- Sep 2012

Reported to the Human Resource & Administration Manager


ON THE JOB TRAINING
Bulacan Employees Credit Cooperative

Provincial Capitol, City of Malolos, Bulacan

November 2011 – February 2012

SKILLS

· Computer Literate, especially in Microsoft Office / Outlook
System / Microsoft Dynamics – Axapta 3.8

· Can easily adopt in new environment

· Dedicated and hardworking individual

· Eager to learn and willing to be trained
        
               
ADDITIONAL SUPPORTING INFORMATION

Education:
Bachelor of Science in Business Administration Major in Management Accounting
Centro Escolar University, Philippines
Completed in 2012
Associate in Accounting Technology

Centro Escolar University, Philippines

Completed in 2010

Personal Information:
Nationality:  Filipino

Visa Status:  Employment Visa (Free zone) 
Availability:   1 month notice 
Languages:  English and Filipino
References:

Full referee details can be supplied upon request
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