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Assistant Manager - Leasing
 
· With ten years of proven capability in the leasing / property rental & retail industry; strong understanding of spreadsheets and able to organize schedules with relevant ease and carry on multi-tasking responsibilities with less supervision.
· Extensively experienced and result-oriented Accountant with demonstrated track record of leading the preparation and analyses of Financial Statements. Professional experience in General Accounting, both in the real estate and agricultural industries. Dynamic leader and can easily adapt various working conditions.

Career Experience

DUBAI PARKS and RESORTS (Dubai, UAE) – March 2016 to Feb 2017
Assistant Manager – Leasing - Riverland™Dubai
Dubai Parks and Resorts is the first integrated resort destination in the region. It’s the home of three world-class theme parks and one water park, as well as Riverland Dubai, the grand entrance plaza, and a Polynesian themed family resort. 

Riverland™ Dubai is the gateway to Dubai Parks & Resorts. A themed, fun, dining and retail destination which you can access without purchasing a ticket!  Take a walk along the river on a journey through time, where four different zones give a fascinating glimpse into some of the greatest eras of our past.
· Supports and handles all leasing activities of Riverland™ Dubai by working in close relation with the Asset Management company responsible for leasing
· Serve as a primary point of direct administrative contact and liaison with other departments, individuals and external institutions and agencies on a range of specified issues; organizes and facilitates meetings, conferences, tenant inductions and other special events as required
· Engage in Tenant interaction and act as one of the main points of contact for Tenant communication and coordination; serve as Retail Relationship Management with tenant
· Assist with Tenant’s Fit Out Coordination by liaising between the tenant and the Fit Out Delivery Team
· Monitor and keeping all the records terms and conditions stipulated in the Lease Agreements for management purposes and ensure timelines for deliverables and payments are regularly complied with
· Ensure approval procedures contained in the Lease agreements are complied with
· Oversee and apply the Leasing Process in the absence of Leasing Manager
· Working closely with Facility Management team to coordinate tenant’s queries, complaints, and accessibilities 
· Working closely with Marketing team in relation to all the marketing portfolio related to tenants
· Communicate with potential new tenants, set up meetings and coordinate with potential tenants

· Keeping all the brand concepts and contact details of all the existing and potential tenants

· Communicate and follow up with tenants on financial and payment related issues, in coordination with Finance Department and keep a track of records of all the tenant’s payment details
· Gather, enter, and/or update data to maintain departmental records and databases, as appropriate; establishes and maintains files and records for the office

· Monitor and coordinate activities as appropriate, and prepare internal reports for management purposes, participate in budget planning as required
· Attend training and development programs in order to promote personal and career growth

· Communicates effectively and works collaboratively within and with various business units , clients and external vendors to achieve the objectives

· Attending Leasing Committee meeting as required
EMAAR MALLS GROUP PJSC (Dubai, UAE) – November 2010 to Mar 2016
Senior Lease Administrator 

Emaar Malls Group PJSC, is the shopping malls & retail subsidiary of Emaar Properties. It operates the largest shopping and entertainment destination, The Dubai Mall. Also included in its portfolio are the Downtown Dubai, Dubai Marina Mall, Marina Walk, Marina Promenade, Souk Al Bahar and Retail Community Centres in the Arabian Ranches, Emirates Hills, The Greens and Emaar Towers
· Exclusively handles and monitors 4 projects of EMAAR assets

· Supports the lease executives on day-to-day lease administration by coordinating with respective business units and finance department; making sure that lease agreements/contracts and terrace licenses are correctly  prepared/processed and on time; keeps track of the leases of rental properties thereof.
· Maintains accurate filing of all information and agreement with respect to rent payment, renewal and/or extension 
· Collects legal documents from clients or prospective retailers such as valid trade license, owner’s passport copies, memorandum of association to ensure the legality of the clients company
· Coordinate with business units in the handover of lease and the fit out of retail stores
· Oversees the tracking of financial transactions such as rents, payments and renewals, making sure that these are collected on time. 
· Attended tenants inquiry and other related concerns as per the lease agreement
· Gathering and filing of client profile information
· Process amendments, assignments and other changes in relation to lease agreements

· Ensuring that billing and all other financial transactions are being taken care of in a timely

          manner, and informing necessary personnel of any missing or late payments

· Following up with Tenants regarding Lease agreement to return or any documentation 
        concerns

· Keep record or trackings of all lease deals completed and deals on process

· Maintaining appropriate leasing documents

· Attending Leasing Committee meeting as required
· Preparing presentation (tenancy mix) using Powerpoint and updating floorplan using PDF editor

· Interim Personal Assistant of the Sr. Director and Head of Leasing
MAGRUDY SHOPPING MALL – REAL ESTATE (Dubai, UAE) – December 2006 to November 2010
Asset Management Officer/Leasing Administrator /Accountant /Personal Assistant /Office Administrator
· Oversees the daily operation of the real estate/leasing business and interact directly to the Director concerning financial reports, status reports and tenants’ concerns. The real estate/leasing arm of Magrudy shopping mall consists of villas, flats and commercial shops and offices. All of which were under my responsibility as a leasing administrator and property management.

· Preparation of tenancy contracts, renewal and collections.

· Also performs logistical, secretarial and administrative functions on a daily basis. Arranges and coordinates the maintenance requests of tenants, related to A/C, lifts, fit-out, plumbing, electrical, pest control and other related concerns as per the tenancy agreement. 
· Request and review quotations to respective suppliers ; responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures; Coordinate with suppliers to ensure on-time delivery; Purchases materials, equipment, supplies and services of a specialized or complex nature in accordance with prescribed purchasing regulations and procedures; Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned.

· Performs human resource functions. Collect and keep personnel data files for every employee at the company including documentation of personnel functions and staffing,   responsible for filing information such as employee contacts, weekly earnings, and dates of and reasons for employee terminations; prepares requirements for visa processing, coordinates employees annual leave and arrange flight details
· Performed all accounting functions such as: recording of journal entries, accounts receivables processing (intercompany accounts and tenants account) accounts payable processing (contractors, suppliers, travel agencies, utilities, intercompany accounts and maintenance accounts,), cash and check disbursements, petty cash, payroll, bank reconciliation and banking activities. Summarization of all accounting entries leading to preparation of monthly Financial Statements. 
PHILIPPINE EAGLE & CONSERVATION PROGRAM FOUNDATION, INC.  

(CEFP Project – Biodiversity and Mal’lambugok) – July 2005 to May 2006

Bookkeeper

· Prepared monthly financial statement with variance analysis, posted cash voucher in cash disbursement book &  posted official receipts in cash receipts book at the end of the period, Examined the validity and completeness of all documents for posting and preparing journal entries, Prepared monthly cash advance for liquidation subsidiary ledger, performed cash flow forecasting as basis of funding requirement, quarterly expenditures report to the funded agency as the basis for additional funds, prepared monthly variance analysis comparing actual expenses versus budget  and Conducted spot audit in the area to ensure completeness of the report and to  detect  discrepancies in the report submitted.
LAPANDAY AGRICULTURAL & DEVELOPMENT CORP.  – August 2000 to February 2003

Accounts Payable Clerk (August 2002 to February 2003)

· Examined the validity and completeness of all documents for payment, prepared a company’s payable with proper charging, maintained complete periodic subsidiary ledgers with correct reconciliation, and monitored company’s payable to meet the due date to avoid delayed and incurred interest
Affiliates Clerk (June 2001 to July 2002)

· Monitored transactions between affiliated companies, received and validated charges and credits from affiliated companies, examined all journal entries ensure correctness and proper charging, prepared periodic / regular reconciliation of all affiliates accounts and complete periodic subsidiary ledgers and prepared year to date reconciled transactions between affiliates

Tax Clerk (August 2000 to June 2001)

· Prepared monthly and quarterly tax reports – VAT , withholding taxes at source and wages, oversee other government requirements needed such as vat refund requirements, alpha listing and other related tax requirements that may ask from time to time, prepared periodic reconciliation of ITW @ source payable vs. monthly remittance; input tax and output tax per book vs. monthly vat return, creditable withholding tax per book vs. certificate, prepared certificate of creditable tax withheld at source to all suppliers every quarter, extracted valid official receipts and invoices as support for VAT Claims, and ensured all documents are complete and intact and matched with the VAT reported.

Education

Bachelor of Science in Accountancy (1996-2000)
University of Mindanao, Davao City, Philippines

Academic Scholar and Third Honors (1997-1998)

Skills

With excellent working knowledge of Microsoft Excel, Word, Adobe Pro (Editor) and PowerPoint
Driving (with UAE Driver’s License)
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Holder of a valid UAE Driver’s License
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