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MAYO
Abu Dhabi U.A.E.
E-mail: mayo.349972@2freemail.com 
OBJECTIVE: 

Seeking a position as an Accounts Assistant or any related work where extensive experience will be further developed and utilized. 

PROFESSIONAL PROFILE:

Committed to professionalism; highly organized. Work under strict deadline schedules with attention to detail; have excellent written and verbal communication skills.

EXPERIENCE:
Civilco- Engineering and Contracting Company- Sept 8 2013 up to present

Assstant Accountant

· Receiving and checking invoices from supplier. Maintain the accounts payable records of every supplier.
· Preparing L/C (letter of credit).
· Preparing the payments of the supplier.

· Updating the records of every employee on master list.

· Preparing the monthly wages of the employee.

· Perform the day to day processing of accounts payable transactions to ensure that business finances are maintained in an effective up to date and accurate manner.

· Verify payables before preparing the cheques on the agreed dates and ensure that all payments ( paid and due) are posted in the respective month before the succeeding month.

· Preparing the salary of the labourers through salary software approved by Ministry of labour UAE.

· Preparing LPO, Inquiry and Requisition requested.
Abu Dhabi Marine Equipment and Industrial Supplies    April 25, 2009 – Aug. 5, 2013
Accounts Assistant

· Processed all sales purchase ledger invoices onto the accord software.(Oracle)
· Preparing cash payment, cash voucher and other documents related in accounts.

· Posting sales invoice and cash payment of the customer in the accord software.

· Posting cheque payments, journal entry, cash receipt, cash payment in unity software. (ERP)

· Posting of purchased expenses ( freight charges) using ERP software.

· Managed accounts payable and receivable for subordinate branches.

· Monitoring company expenses.
· Preparing and checking sales ledger balances and other monthly and yearly accounts.

· Updating the records of every customer in accord (oracle) and ERP software.

· Preparing check payment for the local supplier, and transfer payment for international supplier.

· Receiving check and cash payment from the customers.
· Transferring salary by using WPS software.

Majid Al Futtaim Carrefour Hypermarket Doha Qatar- May 28, 2006 – Jan 10, 2009

Accounts Payable Clerk

· Perform the day to day processing of accounts payable transactions to ensure that business finances are maintained in an effective, up to date and accurate manner.

· Maintain the accounts payable records - Process / enter the daily invoices in logo software. The invoices should be balance from the customer invoices as per as the copy from receiving department.
· Verify payables before preparing the cheques on the agreed dates and ensure that all payments (paid and due) are posted in the respective month before the succeeding month.

· Process and prepare payments for suppliers’ invoices, bank charges, bank reconciliation etc.

· Manage bank transactions – bank transfers – purchase of foreign currency.

· Preparing the monthly reconciliation of the suppliers account.
· Filling and arranging the document receive.

· Checking and Booking of internal sales. (JD EDWARDS SOFTWARE)

· Preparing of gross margin of every section/department./Conducting Inventory of different section and department.

· Conducting monthly and yearly inventory.

Carpo Enterprises Incorporated Quezon City Philippines-    October 2002- May 2006

Internal Auditor

· Proven ability in decision making and detailed audit report presentation.

· Ability to effectively manage internal departmental relationships, and ensure accurate and timely completion of auditing requirements as required by the needs of the business.

· Posses the ability to be able to train, instruct and educate others.

· Uploading of the daily sales report of every store.

· Checking and analyzing the daily sales report coming from the store.

· Comparing the total amount of sales report and the transaction of the bank.

· Preparing and arranging the daily report.

· Conduct monthly audit of the company assets, and also the store and    warehouse.

· Preparing the inventory report.

· Comparing the report of actual counting to the report of the system.  

· Finalizing all the report and submit to the General Manager.

EDUCATIONAL QUALIFICATIONS

· Bachelors of Science in Business Administration from National College Of Business and Arts, Taytay Rizal Philippines—2002
COMPUTER SKILLS:

· Microsoft Word, Excel, Access, PowerPoint, Mircrosoft XP and Microsoft Office XP professional.
