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ACCOUNTS ASSISTANT / CUSTOMER SERVICE SUPPORT / STOCK CONTROLLER/ PURCHASING ASSISTANT & OPERATIONS COORDINATOR


Made in Italia General Trading  LLC  - June 2015 up to present


Al Khabaisi Deira, Dubai, U.A.E





Placing and up-selling orders.


Submit weekly report ( stock report, sales report and sales pending report)


Prepare and send price update letters to customers.


Process orders, prepare invoices and stock reconciliation


Assist customers with return and purchase orders.


Support sales representative in opening new accounts.


Generate daily, weekly and monthly reports.


Arrange bookings and collection requested by customers through phone and email


Generate reports and keeps record of all shipment.


Follow-up on customer interactions


Handle and resolve customer complaints.


Assist General accountant for month-end and year-end closing.


Informing customer of all the latest product and promotions


Issue credit note for goods return.


Manage petty cash transaction.


Prepare daily cash and cheque deposits.


Control credit and chasing debt.


Compile stock control records and information, such as consumption rate, characteristics of the items in storage, and current market conditions to determine stock supply and need for replenishment.


Ensure all inventory and stock management systems are maintained accurately.


Observe correct stock receiving protocols.


Observe the correct buying protocols.


Complete all necessary stock takes


Post purchase invoices in the system.


Compare product deliveries with issued purchase orders and contact suppliers when there are discrepancies or non-compliance.


Follow up on orders to ensure that products are shipped and delivered on promised dates.


Maintain records and follow up files of purchases, shipments, and related matters


Other work as directed by the Managing Director/Business Owner.





ACCOUNTS ASSISTANT CUM RECEPTIONIST


Masaleh General Trading Co. LLC – May 2013 to June 2015


Deira, Dubai, U.A.E





Manage petty cash transactions. 


Prepare daily bank positions closings report for the Managing Director.  


Prepare daily cash and cheque deposits.  


Maintain and distribute accurate listing of overdue accounts,  


Cheque preparations of all payables, 





PROFESSIONAL EXPERIENCE





Kaylene





� HYPERLINK "mailto:Kaylene353521@2freemail.com" �Kaylene353521@2freemail.com� 








PROFILE





I am an experienced Accounts Assistant with a solid background in accounting of more than 4 years and other related works. I have an ability to grow with a job, handle responsibility and build positive relationships with work colleagues at all levels. My present employer is very satisfied with my work rate, and I am confident that I can bring the same level of high performance to your company.  My long term career goal is to continue to learn and grow my specialist skills and abilities while utilizing my experience knowledge and skills to benefit any employer I am working for.





SOFTWARE





Accounting Software:


SAP Business One, Vend, Xero and Realsoft


Others:


Microsoft Office (Word, excel, Powerpoint & outlook)








•Ability to quickly learn new systems and procedures. 


•Ability to deal with people at different levels or organization. 


•Proficient in Microsoft office (word, excel, PowerPoint and outlook express) 


•Good negotiation, analytical, technical and persuasive skills 


•Can provide excellent customer service 


•Hardworking and enthusiastic. 


•Observant, with initiative, eager to learn and possesses the ability to adapt to changing work situations and circumstances





Receive and process all invoices, expense forms and request for payment,


Post journal to its corresponding ledger, 


Assist the senior accountant in closing month or year-end financial statement, 


Summarize monthly expenditure of the company and other property (labor camp & warehouses), 


Coordinate with the suppliers, 


Prepare statement of accounts and follow up payments from clients,


Assist the warehouseman in the preparation of orders,


Assist the Purchaser for the selection of company’ s product, 


Maintains order or sales order processing system, 


Prepare labels and maintain files as needed within the department, 


Manage collection of receivables, 


Prepare inventory report, 


Answer incoming calls on multiline telephones. 


Welcome visitors by greeting them, in person or on the telephone,


Maintain safe and clean reception area. 


Monitor logbook 


Answer visitor’s inquiries about the company and its products or services. 


Direct visitors to appropriate contacts 


Arrange appointments for guest to meet with company staff 


Perform clerical duties such as sorting mail, filing and typing, operates variety of general office equipment. 


All other administrative tasks necessary in the company’s operations.








ACCOUNTING STAFF (Payables Clerk)


Citimart Group of Companies, Inc. – April 2012 to April 2013


Batangas City , Philippines





Maintain and make necessary adjustments to various records and/or logs such as journals, payroll/time reports, or property records.


Verify amounts and codes on various forms for accuracy. 


Sort documents and posts debits/credits to proper account.


Balances entries and makes necessary corrections.


Verify statement items and totals with department records.


Reconcile bank statements or departments record.


Make and check necessary calculations 


Answer inquiries regarding work being performed.


Prepare forms or encodes materials for data input.


Prepare or check invoices, requisitions and other documents for processing: encodes and obtains approval when necessary.


Compile routine numerical information for report purposes by hand or by running routine recurring reports on internal computer records.


Perform clerical duties such as sorting mail, filing and typing, operates variety of general office equipment. 





SKILLS





PERSONAL INFORMATION





Civil Status:    Single


Birthday:        December 23, 1991


Age:	           25 y/o


Religion:         Roman Catholic


Nationality:    Filipino





Others:


Visa Status:    Employment


Availability:   3rd week of April 2017








ACADEMIC BACKGROUND





Bachelor of Science in Commerce Major in Accounting Management · 2008 – 2012


University of Batangas


Batangas City, Philippines





Secondary Education · 2004 – 2008


ACADEMIC ACCHIEVER


Bayanan National High School


San Pascual, Batangas





Primary Education · 1997 – 2004


ACADEMIC ACHIEVER


Laurel Elementary School


San Pascual, Batangas

















