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DHEA GUINTU LARA


                                 
Sharjah UAE


OBJECTIVE
To develop a successful career, seeking positions of increasing challenge and responsibility commensurate with skills and experience. An excellent organizer, quick, efficient with an enthusiastic approach. Totally adaptable to any industry or environment and responsible for providing financial and administrative in order to ensure effective, efficient and accurate operations.

KNOWLEDGE
Knowledge of invoicing, financial statement, cash auditing, accounts payable, accounts receivable, maintaining general ledgers, payroll functions and procedures, ability to observe a good level of accuracy in preparing and entering financial and payroll information and maintain confidentiality concerning financial and employee files.

SKILLS
Have an aptitude with figures, accurate and proficient in all tasks, capable in meeting strict deadlines, able to work under own initiative, handles details, secretarial administration, creates ideas, identifies problem, keeps control over budget, good verbal and listening communications skills, effective organizational skills, effective written communications skills(generally Memorandums preparation), computer skills MS Office applications (OUTLOOK, MS Word, MS Excel & MS Power Point) (ACCOUNTING SOFTWARES) and email at a proficient level, stress & time management skills.

PROFESSIONAL EXPERIENCE

Position: Accountant General cum HR Manager
Company: DUBAI, UAE 

February 15, 2008 – to present
· Reconciling finance accounts.
· Maintaining spreadsheets and record business transactions and key daily worksheets to the general ledger system.
· Managing daily post in and out.
· Analyze revenues, commissions and expenses to ensure they are recorded appropriately on a monthly basis.
· Research, track, and resolve accounting problems.
· Prepare monthly account reconciliations.
· Verifying calculations working with the Accounts system(QUICKBOOKS)
· In charge of Cash & Cheques Deposits
· Managing/Releasing petty cash transactions.
· Working with sales and purchase ledgers.
· Handle Daily Bank reconciliation. Reconciles bank statements by comparing statements with general ledger.

· Maintains accounting databases by entering data into the computer; processing backup ledger.

· Supervision of a cash deposit on a daily basis, cheques and bank transaction. 

· Prepares Petty Cash Fund Reimbursements. 

· In charge in the preparation of reconciliation including Balance Sheet reconciliations.

· In charged of payroll computation and uploading the file thru online banking for WPS (Wages Protection System).

· Liaise with banks and other institution and write business correspondence if necessary.
· In charge of the Accounts Receivables.
· Process & Generates all invoices and statements.(LABSTAR SYSTEM)
· Checking facts and figures, verifying financial records and ensuring that the invoices of each transactions falls under correct category.
· Receives and records all incoming and outgoing communication and ensures that all inquiries from customers and clients are acted immediately. 

· In charge of account opening & verifies document submitted by clients as to validity and completeness
· Handle proposals and reports for filing and sending to clients.

· Prepares Report such as Aging Analysis Report.
· Follow up payments to Clients.
· Issuing official receipt.
· To manage the outstanding sales balances falling due and contact customers before the balances become overdue to confirm payments. 

· To determine and monitor customer credit limits. 

· To chase accounts for outstanding debt whilst maintaining a high level of customer service. 

· To keep the company up to date with new credit management procedures and techniques. 

· Report on customer service and payment performance issues related to producer activity

· Recording and preparing of Credit Invoices and sending out invoices
· Maintains files and records of all transactions and administrative functions.

· Answers queries regarding attendance, leave, gratuity and other HR concerns.

· Process company trade license, employee’s visa and all related insurance requirements.
· Prepare shipping documents, invoice, receipt and purchase orders for all related sales transactions.
· Maintain, update company and employees files, documents, records and databases.
· Organize appointments and meetings for the General Manager.
· Search and explore hotels for guest bookings.
· Performs other related duties as assigned by the General Manager. 

Position:  BILLING SUPERVISOR 
Company:  Mekeni Food Corporation (Philippines) 

Period Covered:  April 2005 – January 2008

Duties and Responsibilities

· Supervise ten employees in my section.

· Verifying delivery notes & invoices of goods.

· In charge of posting billing transaction on Great Plains Dynamics Accounting System.

· Monitoring pricelist of each customer.
Position: ACCOUNTS RECEIVABLES/ CREDIT AND COLLECTIONS HEAD
Company: Mekeni Food Corporation (Philippines)

Period Covered:
 July 2001 – March 2005

Duties and Responsibilities

· Verification of sales order.

· Credit check/ evaluate clients who wish to purchase the products on installment                                                               

  
 basis.

· In charge in preparing collection schedule of the clients.

· Responsible and in charge of collecting the receivables from installment basis.

· Input payment records of clients in the computer database.
· Preparing statements of accounts of the clients.

· Preparing monthly collection report of the clients.  

Position:   Payroll Master/Account Payables Officer
Company:  Caltex  (Philippines) Angeles City Branch
Period Covered:  August 1999 – June 2001
Duties and Responsibilities

· Prepares & releases employee’s salaries.

· Prepares & Computes employee’s gratuity & leave credits.

· Encodes supplier’s invoices on Dac Easy Accounting system.

· Prepares Payables Cheque to suppliers.

EDUCATION

1994 – 1999   Republic Central Colleges Angeles City Philippines

· BACHELOR OF SCIENCE IN ACCOUNTANCY
1990 – 1994   St. Catherine Academy - Porac, Pampanga, Philippines

· Secondary School
PERSONAL INFORMATION
Nationality:      

Filipino 

Birthday:    

April 2, 1977
Age:      


39 yrs. Old

Height:


5’7”
Languages:

English and Tagalog 
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