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Antonio
Antonio.342560@2freemail.com  
	Career Objective
	·   To find challenging position to meet my competencies, capabilities, skills, education and experiences.

	Summary
	More than fifteen years of related experiences including inventory control, warehouse operations, credit and collection, personnel and project management, broad knowledge in all facets of  accounting, finance and audit. Proven ability to organized materials, resources, analysis, and efficiency to produce optimal results. Outstanding and effective leadership and communication regardless of nationalities and designation.



	Employment History


	Touifaik Properties

Business Bay Bur Dubai, UAE

Senior Accountant                                          May, 2013 – present
Company Industry: Real Estate

Department:  Accounting

Responsibilities: 
· Recording of all tenants contract in our system and ensure all its payment is properly recorded and posted.
· Make It sure that all transactions are properly encoded pertaining to accounting matter.
· Check all property expenses are properly posted in its correct cost centers as well its rent revenue.

· Improve all internal controls of all accounting aspects.
· Attending of External Auditor inquiries supported by documents and schedules.
· Reporting of financial status and company performance to Managing Director.

· Ensure that Rent Accruals are correct and posting of all prepayments are properly charged in its cost enter. 

· Preparation of Monthly and Yearly Financial Statements together with the external auditor.
· Reconciliation of all accounting ledgers every period as well the bank reconciliation process.

· Personally attend all the required documents and answers all queries of external auditor.

· Ensure the correctness of cheques prepared as well all documents are attached in regards with the billings of suppliers and service providers.

· Verification the accuracy up to the level of detailed report of financial statement, Accounts Receivable and Accounts Payable.

· Checking of accuracy and correctness of system and accounting records for each and every tenant.

· Computation of every final billing statement for every tenants that ended/cancelled their contract that for collection or refund.

· Set up of centralized inventory to system for all the materials being uses by the Maintenance Group in order to save or lessen general maintenance expenses.

· Attend all accounting concerns and to improve accounting process if needed.

Trans- Asia Wood Incorporated and Group of Companies  
Cabuyao, Laguna, Philippines

Chief Accountant                                              June, 2011 – March 2013
Company Industry: Manufacturing/Contractor

Department:  Finance/Accounting

Responsibilities: 

· Supplies an efficient and accurate financial blueprint and elucidating all the financial data of the organization, while minimizing the costs and maximizing the profit
· Monitoring cash flows and using the same to predict future financial trends
· Take responsibility of overall and delivery of business plan
· Access options for coordinating the activities, procedures and systems so as to promote common policies and practices.
· Maintain day to day financial control of the service within the budget heads agreed by the president
· Ensure that all finances are properly administered and monitored, including credit control.
· Analyzed raw products used, all variable costs, labor and any other types of costs involved with manufacturing a product

· Supervised all the related expenses related to the contribution of production cost to promote the lowest price without the sacrificing of integrity and quality of the end product
· Delegates duties to accounting staff and make certain they are doing their jobs accurately and in a timely manner
Helicon Technology Corporation  
Makati City, Philippines

Chief Accountant                                              May, 2010 – April , 2011
Company Industry: BPO

Department:  Accounting

Responsibilities: 

· Responsible for all areas relating to financial reporting
· Handles day to day finance operations and ensure timely deposit of statutory payments, accounting functions including general ledger, general accounting for cash and cash equivalents, fixed assets, account payable and receivable.
· Addresses tight deadlines and a multitude of accounting activities including general ledger preparation, financial reporting, year-end audit preparation and the support of budget and forecast activities
· Obtain and maintain a thorough understanding of the financial reporting and general ledger structure.
· Ensure an accurate and timely monthly, quarterly and year end close. 
· Ensure the monthly and quarterly Bank Compliance and Bureau of Internal Revenue reports and compliance are performed in a timely and accurate manner.
· Supports budget and forecasting activities.
· Monitors and analyzes department work to develop more efficient procedures and use of resources while maintaining a high level of accuracy.
· Ensure that all various government reports were submitted on time and accurately.

· Assist in development and implementation of new procedures and features to enhance the workflow of the department. 
· Ensure vendor reconciliations are done periodically
· Monitoring of cash flow, payables and collections.
· Guarantee all government reports and remittances are accurately being reported/paid on time. 
United Electromechanical Int’l.  
P.O. Box 39116 
Doha, Qatar

Chief Accountant                                 Nov., 2007 up to Dec. 25, 2009
Company Industry: Contractor 

Department:  Accounting

Responsibilities:
· Verifies that expenditure follows the company policies and procedures and well recorded against the appropriate account and follow the Generally Accepted Accounting Principles. 
· Verifies that adequate budgeted funds are available for payment and schedules the issuance of accounts payable check.

· Reviews monthly expenditure report of each department, projects and other accounts.

· Examines/ Approves the Accounts Payable and Receivables. 

· Presentation of suggested accounting control equip with flowchart and other necessary documents.

· Establish, develop, implement and evaluate an internal control accounting measure.
· Internal auditing and reconciliation of various accounts.
· Verification of accuracy of list and computation of payroll given and submitted by Project Manager from various projects being handled.

· Presentation of financial statement to management.

· Regular coordination with concerned employees if created and current policies and procedures are being imposed and implemented.

· Checking the accuracy and correctness of transactions being encoded to General Ledger.

· Establish and improve the accounting control system over-all business assets.

· Responsible in establishing Income and Expense Summary Statement per Projects being undertake by the company. 

· Plan and develop systems and procedures to improve the operating quality and efficiency of the department.
· Dealing with various international banks for reconciliation, approval and other related matter regarding on Letter of Credit, etc.

· Coordination with various company department heads regarding on inventory, personnel management, salary or wages concerns and other matters that may call for a suggestions and decision making.

· Supervise staff in accordance with company policies and procedures and conduct interviews, hire new staff, and provide employee orientation.
· Assist staff to resolve complex or out of policy operation problems

· Develop strategy for HR management and development including recruitment and selection policy/practices, discipline, counseling, training and development, succession planning, morale and motivation, culture and attitudinal development, performance appraisals and quality management issues.

Coca-Cola Bottlers Phillippines, Inc.        May, 1998 – June, 2005
San Miguel Corp. Ortigas, Madaluyong City
Trade Receivable Analyst                               Feb. 2003- June, 2005
Coca- Cola Bottlers Philippines, Inc.

Company Industry: Manufacturing/Distribution 

Department:  National Credit and Management (Head Office)

Responsibilities:
Major activities on Policy & Credit Business Control
· Review credit policies and procedures and update if necessary
1. Credit applications

2. Definition of current and past due accounts

3. Fixed payment schedules

4. Recalibration

5. Reinstatement

6. Post-dated checks

7. Gap (A/R vs. stock on hand)
8. Referral for legal (or for write off)

9. Extra judicial foreclosure

· Review account receivables report, information and analysis for Monthly Operations Review

· Assist in the enhancement of the current salesman incentive program or the variable incentive pay

· Develop, evaluate, and implement collateral documentation procedures, controlling and safekeeping of documents submitted as collateral.

1. Real Estate Mortgage

2. Chattel Mortgage

3. Bank Guarantee

4. Stand by Letter of Credit

5. Surety Bond, etc.

· Reviews credit extension, reinstatement of credit privilege of customers.
· Provides assistance and order to Territory Finance Departments concerning on the annotation of Land Titles, Bank Guarantees, and other related documents.

Coordinate with Legal Counsel on legal matters related to credit management.
Financial/Inventory Analyst                               May, 1998 – Jan., 2003
Coca-Cola Bottlers Philippines, Inc.

Company Industry: Manufacturing/Distribution 

Department: Finance/Logistics Department
Responsibilities:

· Create, implement and maintain processes designed to halt or reduced inventory losses and other costs.

· Analyzes inventory levels, production speed and product demand to determine reorder levels which will ensure product availability and minimized inventory costs.

· Ensure that customer and other concerned personnel needs are listed to and understood by self and other team members, thus making customer focus a driving force behind all activities.
· Ensure the accuracy of warehouse and plant inventory balances, and maintaining the process of internal and external procedure.

· Maintaining the cycle count program and process, root cause analysis, accuracy reporting, and corrective actions.

· Ensure successful implementation and maintenance of processes to meet inventory accuracy, reduced component shortages, reduced cost of indirect labors for material handling, reduced overheads and improved productivity of inventory operations.
· Participate in the month end closing and periodic inventory process, prepare, accurate and relevant and timely reports to provide birds eye view on the business status.
· Provide support on the implementation of internal control procedures within Logistics and Finance to achieve company’s goal.
· Develop and enhance budgeting and forecasting using SAP system / internal business intelligence for used by Finance and Logistics team in the support of budgeting process.
· Perform analysis on projected productivity projects for Finance and Logistics to fully understand the potential on P & L (Profit and Loss) financial statement.



	Training & Seminars Attended
	With UAE Driving License

Ejari Contract Preparation / Analysis
Dubai Land Department, Dubai UAE
September, 2008

Processing of Accounts for Legal
San Miguel Corporation

June, 2003

Documentation and Collateral
Coca-Cola Bottlers Philippines, Inc.

April, 2003

SAP Physical Distribution/Logistics query

Coca-Cola Bottlers Philippines, Inc.

November, 1998

SAP General Ledger query

Coca-Cola Bottlers Philippines, Inc.

October, 1998

SAP Finance Representative query

Coca-Cola Bottlers Philippines, Inc.

October, 1998



	
	

	Educational 

Attainment
	Bachelor of Science in Accountancy
October, 1994 – March, 1998

 Laguna College of Business and Arts

(Calamba City, Laguna)



	Personal Data
	Birthday                     :       September 20, 1970

Height                           :       5’ 6 1/2’’

Weight                          :       154 lbs.

Civil Status                    :       Married

Language Spoken     :       Filipino and English
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