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EVANGELINE 
EVANGELINE.331588@2freemail.com 


ACCOUNTANT / FINANCE OFFICER / ACCOUNT ANALYST
Top performing and solutions driven account specialist with over 9 years of experience in the areas of accounting and finance activities such as asset and inventory, receivables and payables and quality assurance. Skilled in creating financial reports and maintaining proper accounting books/records, reducing and controlling expenses and fostering a culture of shared mission with dedication to stakeholders/business group satisfaction. High skills in developing budgeting and cost analysis methodologies to identify best practices for reducing cost and improving cash flow. Expertise in managing cross-functional teams consisting of colleagues, vendors, executives and directors/top management. Possessing exceptional analytical and reporting skills with strong expertise in data entry and hands-on of life cycle of accountancy software. Gained immense international exposure in accountancy in Middle East.

CORE COMPETENCIES
( Reports Writing ( Accounts Receivable & Payable ( Bookkeeping ( Cash Flow and Petty Cash Control ( Data Entry Expert ( Vendor and Contract Negotiation ( Budget Forecasting ( Resource Allocation ( Store & Inventory Management
( Customer Service ( Technical Acumen ( People Management / Team Leadership ( Asset Management/Barcoding
( Cost Estimation and Control ( Business Continuity Plan ( Internal and External Auditing ( Policy and Procedure Development ( Survey and Research Oriented
KEY SKILLS
· Accounting Operations Management – Hands-on experience in directing all accounting activities in accordance with financial policies and rules. Skilled in prioritizing and managing all accounting operations using effective standard practices and techniques while providing management appropriate information and reports
· Strategic Planning – Proficient in reviewing and re-engineering, where appropriate, all processes and systems within accounting and finance for delivering accounting strategy and action plans. Developing organization’s web-based system for meeting needs of internal partners and realizing the objectives of e-accounting.
· Quality Management – Developing and implementing an approved policies and procedure and techniques to measure performance.  Enabling document tracking, renegotiating timetables and regular best value reviews.
· Cost Reduction – Collaborating with interdepartmental managers and senior executive for implementing cost reduction plan for organizations. Skilled in effectively managing capital and revenue expenditure within set budgets for delivering cashable/non-cashable savings against agreed targets.
· Languages – English (Fluent), Tagalog (Fluent) and Arabic (Basic - speaking only).
KEY ACHIEVEMENTS ACROSS CAREER SPAN
· Successfully managed and completed the new chart of accounts and FS 2011 to 2014 using Peachtree Sage 50 Accounting System. This makes the management requirements to established complete financial records of organization of which not available in the past years.

· Proposed to management and implemented a sales target for knowing the service quality performance of the team renders to customers.  This approach monitors monthly sales forecast versus actual sale that help the salon to analyze weakness and initiates new promotional ideas to attracts customers and had increase the sales / income.
· Expend technical acumen to operational team that makes them more professional to approach and deal with customers.  This minimized training cost of which the salon management have to invest for training the staff
· Initiated an organized proper and standard practice of storage filling system. This is cost avoidance to salon management buying e-storage system for a while

CAREER HISTORY
	Accountant
	September 2012 – to present

	Be Bloom Beauty Centre & SPA, Doha, State of Qatar


· Responsible for preparation of monthly cash flow statement and bank reconciliation
· Checking bank statement monthly to ensure all the sales in card inputted and the check issued debited and to monitor the cash balance in the bank.
· Secures yearend balance sheet, income statement and general ledger trial balance through the system

· Maintains tables of accounts and assign entries to proper accounts appropriately
· Responsible of proper registration of daily sales report 

· Responsible for the control of cash deposit from bank(s)
· Responsible for computing the salaries, gratuities, vacation benefits and commission of the staff as per target sales.

· Secures financial information by completing data base backups

· Handling the petty cash expenses and expenses replenishment in safe cabinet
· Prepares cheque and cash payments to suppliers after documents verification relevant to requests disbursements
· Handles the purchasing process as if necessary
· Extends technical assistance to employee’s on requests and to clarify queries

· Maintains customer confidence and protects operations by keeping financial information confidential.

· Built teamwork to encourage colleagues on performance that result accomplishment of goal and targets
· Developed people trust that creates team satisfactory performance in accomplishing duties 
· Functions the role of cashier and reception desk
· Entertains customers booking schedules for reservations 
· Document controller of pertinent documents related to operations i.e. business license, health certificate, insurance and employees residence permit and others staff documents
· Implements proper filling system for keeping all important documents as organized
· Responsible in retail affairs and supplies inventory deliveries 
· Performs other tasks or generates other assistance as assign by manager or direct supervisor under demanding period 
	Executive Secretary cum Accounts Assistant
	November 9, 2010 – February 29, 2012

	Al Hayat Hotel Apartments & Suites, Sharjah, UAE


· Responsible for monthly preparation of Statement of Account and monitoring unsettled bill

· Report directly to Chief Financial Officer and Chief Executive Officer; collaboration on critical and confidential issues that requires management awareness and decisions.
· Communicate with external contacts to properly handle direction of business relations and distribution of company literature. 
· Manage various type of meetings and to ensure no overlapping on schedules
· Assist the management on recruitment process of applicants/candidates; and arrangement requirements of oversea candidates that requires travel, hotel and car service arrangements
· Organize details of off-site functions involving participant’s availability, securing of location, menu choices, travel arrangements and material preparation, i.e. correspondence, charts and slide presentations.

· Assess assignments to determine the prioritization of work flow, screen calls and mail.

· Devise and maintain extensive filing system and corresponding cross-referenced lists.

· Provided full administrative support to the Controller of Finance, managers and direct reports.

· Organized details of meetings, agendas, travel arrangements, itineraries.

· Maintained attendance records of 6 departmental personnel.

· Assisted with word processing projects requiring extensive output of spreadsheets and presentations.

· Responsible for the purchasing process of office supplies and issuance of purchase order/LPO

· Handling Accounts Receivable and billings

· Responsible through housekeeping for the preparedness of vacant rooms for occupancy of guests 
· Prepares formality for new staff joining i.e. job offer and contract signing 

· Screenings of incoming phone calls, emails and faxes, often corresponding on behalf of the Managing Director

· Daily checking of guests bill, laundry bill and monitoring unpaid bill on-hold
· Responsible for checking and updating booking.com and venere.com

· Responsible for the computation of overtime per month

· Extends technical assistance to employee’s on requests and to clarify queries
· Act as administrative and service supports on demand

· Performs other tasks or generates other assistance as assign by manager or direct supervisor under demanding period 

	Receptionist
	July 10, 20007 – November 30, 2009

	La Reine Skin Care Center, Doha, State of Qatar


· Managed customers calendar of appointments on daily and weekly schedule activities 

· Responsible for the executing the purchasing process and issuance of LPO and suppliers payment of invoices
· Responsible for the preparation of daily deposit slip to bank(s)
· Responsible for the preparation of weekly cash flow

· Handles petty cash affairs and replenishment 
· Maintain proper storage and retrieval systems for securing company files, patents documents and contracts

· Responsible for screenings inquiries on phone calls
	Accountant
	October 16, 2006 – March 16, 2007

	Bible Baptist Seminary of the Philippines, Mandaluyong, Philippines


· Responsible for the preparation of Cash Disbursement and Cash Receipt
· Responsible for the preparation of Weekly and Monthly Cash Flow Statement

· Responsible for the preparation of Payroll

· Petty Cash Custodian

· Check Controller and Banker

· Responsible for the preparation of Summary of Accounts

· Liaised with Government and Private sector which regards to payment of  Medical Health  and Tax
· Performs such other tasks or generates such other reports as may be required or assigned by the immediate superior

	Operation Accountant
	July 14, 2005 – October 14, 2006

	PJLI Corporate Center, Makati City, Philippines


· Responsible for the  coordination  with pawnshop operating personnel, maintaining accurate and updating records of books of accounts and checking

· Responsible for the reconciliation of Checks cash flow against actual cash count

· Responsible for the  preparation of Cash In and Cash Out per branches/area

· Responsible for the monthly consolidation of cash flow statement report

· Responsible for the preparation of coordination sheet

· Performs such other tasks or generates such other reports as may be required or assigned  by the immediate superior

	Accountant
	August 25, 2004 – March 22, 2005

	Boulevard Mansion Hotel and Residential Suites, Manila, Philippines 


· Responsible for the preparation of daily occupancy report

· Responsible for receiving and recording guest deposit and billing preparation

· Responsible for the preparation of monthly purchases and sales reports to be submitted to the main office

· Responsible for the preparation of quarterly payment of business license and real estate tax

· Responsible for the preparation of quarterly inventory report

· Petty Cash Custodian

· Responsible for keeping all safety box keys

· Responsible for the preparation of all government payments(Taxes and License)

· Responsible for the preparation of certificate of creditable withholding tax of suppliers

· Performs such other tasks or generates such other reports as may be required or assigned by the immediate superior
EDUCATIONAL QUALIFICATION
	Bachelor of Science in Accountancy 
	  Jun 2000 – March 2004

	Wesleyan University Philippines, Cabanatuan City, Philippines
Computer Secretarial

La Fortuna Computer Learning Center, Cabanatuan City, Philippines

	


AFFILIATION
· Junior Philippine Institute of Accountant (JPIA)
· Philippine Institute of Certified Public Accountant (PICPA)

COMPUTER SKILLS

· MS Office Applications (Word, Excel, PowerPoint)
· WinHMS (Hotel Management Software)

· Peachtree Sage 50 Accounting Software

PERSONAL INFORMATION
	Date of Birth: 22nd January 1982
	Nationality: Filipino

	Marital Status: Single
	Driving License: Learning


References available on request
PAGE  
3

