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           Michelle

Accounting Assistant / Admin Assistant

               Michelle.348035@2freemail.com 

OBJECTIVES:


To be an effective multi-skilled team player by utilizing my extensive abilities through performing task competently, punctually & eventually take part in the success of the company through contribution of ideas & efforts for its advancement.

KEY SKILLS:
· Strong communication skills
· Problem analysis and problem solving
· Organizational skills and customer service orientation
· Adaptability and ability to work under pressure
· Analytical thinking, planning.
· Accuracy and Attention to details
Professional Experience:


Responsible for the provision of an efficient and effective reception service, accounting assistant and administrative support.

Accounts Payable, includes processing invoices, Accounts Receivable, including processing payments, collections on overdue accounts and Accounts Reconciliation when required. 

Customer Account maintenance, Banking, processing bank deposits, processing employee expenses report, verifying expenses are within guidelines.

SAP ECC 6.0 End User knowledge in GL, AR, and AP sub modules of financial accounting.

Perform Tally 9 ERP. Posting data entry in a business management Program.
Reconciling Accounts payable and receivables in Peachtree of the company.

Answer incoming calls on multi-line phone and respond to public inquiries in a courteous manner within scope of knowledge and authority and refer to other persons in the Department as appropriate

· Receive and distribute incoming and outgoing presides over the monitoring and processing of payments and expenditure.

· Set-up and maintain files, records and databases such as master extension, cell            phone and office inventory lists.
· Keep updated and well versed on all current programs and distribute this information to office visitors and callers.
· Assist in coordination of office services such as housekeeping, purchasing office supplies, ordering catering when needed and maintaining office equipment (computers, fax machines, printers, photocopy machine, telephone system).
· Maintain a neat and clean office environment, ensuring conference rooms are ready for meetings, and stocking kitchen supplies.
· Serve as a contact with vendors and assist with internal moves.
· Perform copying, mailing, filing and typing duties as required.
· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.
· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.
· Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings.
· Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.
· Supervising schedule of pest management services for residential and commercial structures. 
· Resolves customer complaints and answers queries regarding services and procedures.
· Determine customer requirements and expectations in order to recommend specific products and solutions. 
· Recommend alternative products based on cost, availability and specifications. 

WORK HISTORY:

Receptionist cum Accounting Assistant 

Just Nail Health & Beauty, Dubai                                                      Oct 2012 – Oct. 2016
In Door Sales Executive
Al Mahata Mobiles Shop Dubai




Aug 2010 – Jan 2012
Receptionist 
Surouh Real Estate- Abu Dhabi    



           Aug 2004 – Jun 2010
Cashier/Storekeeper/Inventory Sale
Sy-Yu Petron Station- Philippines                                                     Oct. 2001 – July 2003


EDUCATIONAL ATTAINMENT

Bachelor of Science in Accountancy
Bicol College-Daraga, Albay, Philippines


Trainings and Seminars Attended

Computer Accounting, Tally, Peachtree & Advance Excel
            Dec 2016

SAP ERP Training Group, Dubai
Computer Java NC II






Aug 2009
Keystone Cambridge Training Center, Makati, Philippines
Book Keeping III







July 2009
TUCP workers college, Makati, Philippines
Call Center Training







Mar 2009
Xynet Communication Solution, Inc. Philippines
Basic Computer Programming course




Jan 2008
Colegio de Jesus Cristo  Makati, Philippines

personal profile

Birthdate
    :
May 14, 1979

Nationality 
    :
Filipino

Visa Status
    :
Visit Visa
