	TABUSO
Tabuso.358294@2freemail.com
Personal Details:
SINGLE

33 YEARS OLD

FILIPINO
Valid Transferrable Employment Visa
Interests:
Outdoor activities

Reading books & magazines


	

	
	Career Objective

	
	“To seek an opportunity where I can contribute my knowledge and skills, be part of the team to encourage enthusiasm as well as add value to the organization”.

	
	Personal Attributes 

	
	· Multi-tasker

· Organized and self-motivated

· Enthusiastic & friendly

· Can work shifts

· Extremely productive in a high volume, high stress environment


	
	Education and Skills 

	
	BACHELOR OF SCIENCE IN ACCOUNTANCY

Philippine School of Business Administration, 2005

· Proficient in oral & written English with an eye for detail.

· Customer service skills - Capable of establishing and maintaining high level of internal and external customer service satisfaction even in difficult and challenging situations.

· Time management skills - effectively processes client transactions, submits reports and completes projects on time.

· Problem solving skills - able to identify, manage, and resolve problems and issues in the workplace.  Has a can-do attitude that helps in making things happen.

· Intermediate user of Microsoft Word, Excel, Outlook.

· Knowledgeable in Tally and JD Edwards Accounting Software.

· Multi-tasked in the field of branch banking - well-versed in every aspect of branch banking.

Seminars and Trainings Attended

· Fire Warden Course

· Al Futtaim Training Centre, Dubai UAE (20-Dec-2012)
· Basic CPR and First Aid for Adults (Medic First Aid Training Program)

· TWI Middle East FZ LLC, Dubai UAE (9-Dec-2012)
· Launching of the new UCPB brand (UCPB Officers' Meeting)

· NBC TENT - Makati City, Philippines (7-Mar-2002)
· Writing Business Formats (COGNIZANCE EXPERTS GROUP)

· Alumni Hostel University of the Philippines, Diliman, Quezon City (7-Oct-2001)
· Information and Computer Audit

· JUNIOR PHILIPPINE INSTITUTE OF ACCOUNTANTS (21-Jul-2000)



Professional Experience
· Stellar Energy MENA LLC

Business Central Towers, Dubai Media City, UAE

POSITION:  Office Administrator [Nov. 2012 to Present]

· Administrative support to the CEO

· Assist the Executive team in proposals, tenders, communications exercise
· Help out in planning and preparation of meetings and company events

· Arrange booking for Flights, Hotels, etc.

· Coordinate Visa renewal/ Cancellation

· Assist Accounts Department
· Handling document controls whenever it is required
· CG Group – Citytec Fire & Safety

Deira, Dubai, UAE

POSITION:  Support Executive [Jul. 2010 to Nov. 2012]

· Managing Director’s direct assistant

· Organizing and recording appointments

· Correspondences

· Preparing documents for senior management meetings

· Analyzing Marketing Data

· Analyzing Payment Collection Data

· Following up with Sales Team reports

· Organizing records

· Screening inquiry calls

· Internal Department Coordination                                                                                                                                                                                                                    

· UNITED COCONUT PLANTERS BANK (UCPB) – Head Office

      Makati Avenue, Makati City, Philippines



      POSITION:  ATM Specialist [Sep. 2006 to Nov. 2009]
ACCOUNTING UNIT:

· Responsible for the overall accounting transactions in the department.

· Attends to ATM accounting problems in accordance with procedures set in problem management & analysis both for internal & Megalink.

· Ensures that daily settlement with the switches (Megalink, Bancnet, & Expressnet) & its member banks are computed, recorded and settled.

· Responsible for CASA Posting & GL Posting of various transactions.

· Performs call back of proof sheet entries using the GL01 System of Bank.

RECONCILIATION UNIT:

· Cash report balancing based on generated reports & observed deadline for submission.

· Locates ATM overages & shortages.

· Responsible in answering customer queries, problem solving to clients complaints regarding debited accounts at ATM Centre-handled ATMs until its resolution & providing detailed information on new products.

INTERBANK SETTLEMENT UNIT:

· Ensures the accuracy of the interbank settlement through Compensation Voucher/Client Complaint Register System being processed daily.

· Entertains branch queries/complaints in relation to interbank connections.

· Verified & balanced source documents & encoded transactions in the trial balance.
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