Joan 
Joan.362985@2freemail.com
An Accounting graduate, with 17 years of experience in the Finance Department of Hospitality Industry. Highly skilled in handling Accounts Receivable from preparing invoices and sending them out to clients. Following up for payments and sending reminders. Tracking and reconciling bank transfers or incoming funds from clients. Prepares monthly Aging Report and coordinate activities to the Credit Manager thus providing accurate performance data to be presented to the Executive Committee or Board of Directors. Accurate reconciliation of cash, credit card transactions and incoming fund transfers and ensure correct postings in the system and accurately applied to its corresponding invoices. Communicate effectively and employ an exceptional client management skill thus resulting to high results of collection of outstanding balances.
WORK EXPERIENCE
Gulf Agency Company (GAC), Dubai, United Arab Emirates – 19 January 2014 to 15 May 2014

Hub Accountant

Manage shipping activities or transaction of a single high profile account named Stat Oil with 6 accounts in different currencies. (USD,EUR,GBP,DKK,SEK,NOK) Handling both receivable and payable of the client’s Port Calls. 

· Responsible to ensure that pre funding for all vessels docking in a port was done prior to the arrival of the vessel on behalf of the Principal.

· Responsible to ensure that invoices are sent to Principal for payment on a daily basis. Reference to pre funded port calls and final disbursement expenses of the vessels.

· In charge of paying the Port Agents for any expenses incurred in excess against the pre funded amount given and ensure to bill the same to the Principal.

· Ensure that all mails were answered or replied to in a timely manner.

· Responsible to reconcile bank accounts for 6 currencies under the Principal Account I am handling.

· Responsible to ensure that Hub funding fee is charged to Principal in the Final Disbursement of Account.

· Consistently following up for the Final Disbursement to Port Agents so we can send them to the Principal in a timely manner.

· Ensure that reminders were sent to both Principal and Port Agent with regards to their outstanding balances.

· Ensure that payments from the Principal and payments to Port Agents were properly posted and recorded in the system.
Shangri-La Dubai Hotel, Dubai, United Arab Emirates – 26 October 2008 to 03 January 2014
1) General Cashier

· Responsible to collect and count daily remittances of Front Office and Outlet Cashiers.

· Responsible to Deposit daily collection in the bank. 

· Prepares and tallies General Cashier's Report on a daily basis.

· Process and check daily Foreign Currency transaction and coordinates with the Foreign Exchange regarding exchange of Foreign currency to UAE Dirham  

· Change or update foreign currency exchange rate in Opera PMS. 

· Keep and maintain record of postdated cheque payments of Tenants. Monitor and ensure deposit upon their due date.

· Release petty cash reimbursement and cash advances of employees.
· Monitor cash advances or travel advances of employees. Follow up and ensure that reimbursements and settlements were submitted to Finance for proper accounting and settlement of expenses.

· Prepares due backs of Front Office Cashier.
· Coordinates and arrange with the bank for the exchange of small notes.
· Accepts payments and issue corresponding receipt.
· Prepare and submit General Cashier's month end check list and ensure that everything has been done according to Shangri-La Standard Policies and Procedure.
2) Accounts Supervisor – Receivable
· Process city ledger and credit card transactions for the day.

· Prepares billing/invoices to clients and ensure complete attachment of supporting documents.

· Reconcile accounts receivable aging balances with the general ledger control account every month end to ensure accurate Aging Report. 

· Ensure that all invoices are dispatched to debtors within 48 hours or within the specified time frame as agreed or stated in the contract.
· Process employee ledger and report to the Assistant Financial Controller for payroll deduction.
· Accepts payments and issue corresponding Official Receipt.

· Process Travel Agent’s Commission.

· Handles guest queries regarding their Invoices and charges.

· Coordinates with Sales about their Banquet Events and Contracts.

· Prepares Monthly billing statement of Tenants and checks the discount being extended to them.

· Handles problem with regards to credit card machine and coordinates with the

Merchant Bank.

· Process chargeback or refunds to guest.

· Follow-up Letter of Authorization or Letter of Purchase Order with Reservations and Front Office Department.

· General Cashier's and Credit Manager Reliever from time to time.

Shangri-La Dubai Hotel, Dubai, United Arab Emirates – 25 April 2007 to 05 July 2008

Accounts Supervisor - Receivable

· Process city ledger and credit card transactions for the day.

· Prepares billing/invoices to clients and ensure complete attachment of supporting documents.

· Reconcile accounts receivable aging balances with the general ledger control account every month end to ensure accurate Aging Report. 

· Ensure that all invoices are dispatched to debtors within 48 hours or within the specified time frame as agreed or stated in the contract.
· Process employee ledger and report to the Assistant Financial Controller for payroll deduction.
· Accepts payments and issue corresponding Official Receipt.

· Process Travel Agent’s Commission.

· Handles guest queries regarding their Invoices and charges.

· Coordinates with Sales about their Banquet Events and Contracts.

· Prepares Monthly billing statement of Tenants and checks the discount being extended to them.

· Handles problem with regards to credit card machine and coordinates with the Merchant Bank.
· Process chargeback or refunds to guest.

· Follow-up Letter of Authorization or Letter of Purchase Order with Reservations and Front Office Department.
· Credit Manager Reliever
On the Job Training
 – Accounts Payable
· Assists and helps in checking the supplier invoices received or submitted by Cost Control.
· Ensures that the supplier invoice number and dates were recorded or entered properly in the system.
· Checks and ensure that delivery receipts and Purchase Order were attached together with the Original Invoice. Ensures that proper signature and receiving stamped the invoices upon receipt of the items or goods delivered.
· Extract and download the File from Check EAM to WinAC system in order for the Payable to access the supplier details and start processing the payments for the supplier.
· Prepares Supplier Reconciliation of Outstanding Payments showing comparison of Supplier’s Statement of Accounts versus Shangri-La Books of Outstanding Accounts.
· Release Cheques to Supplier and ensure that all payments for the day were properly recorded and updated in the system.
– Credit Manager Reliever

· Call clients and follow up for cheque collection.

· Coordinates with the client regarding Invoices not paid and overdue accounts.

· Prepares the Month end Aging Report.

· Prepares Credit Manager's Report regarding the 90 days and over 120 days account.

· Review High Balance Report being done by Front Desk. Coordinates and take notes regarding the guest exceeding the guaranteed deposit amount.

· Follow up for contracts and coordinates with Sales and Events regarding their functions deposit and charges.

· Do credit check for Companies or Travel Agent's applying for credit facility.

Burjuman Arjaan Rotana, Dubai, United Arab Emirates – 03 December 2006 to 17 April 2007
Accounts Receivable Officer – Pre Opening Team
· Process city ledger and credit card transactions for the day.

· Prepares billing statements.

· Apply credit card and city ledger payments. (per card and company classification)

· Follow-up collection to clients.

· Prepares monthly Analysis of Aging of Accounts Receivable.

· Accepts payments and issue corresponding Official Receipt.

· Remit daily collection to General Cashier.

· Do Credit Check for Companies applying for Credit Facility with Burjuman Arjaan Rotana.

· Process the credit application form.  Submit to Financial Controller for signature and approval. In the Absence of Credit Manager, I sign the Credit Application.

· Follow-up and coordinates with Sales Department regarding contract copy.

· Attends the Area Credit Meeting of the whole Rotana Property in United Arab Emirates to represent the Credit Department of Burjuman Arjaan Rotana.

The Bellevue Manila, Alabang, Muntinlupa, Philippines – 12 April 2004 to 22 May 2006

Accounts Receivable Supervisor

· Process city ledger and credit card transactions for the day.

· Prepares billing statements.

· Process employee ledger. (employee’s salary deduction)

· Apply credit card and city ledger payments. (per card and company classification)

· Follow-up collection to clients.

· Prepares monthly Analysis of Aging of Accounts Receivable.

· Prepares monthly Analysis of credit cards per card classification.

· Prepares monthly Analysis of banquet deposit ledger.

· Accepts payments and issue corresponding Official Receipt.

· Remit daily collection to General Cashier.

Traders Hotel Manila by Shangri-La, Pasay City, Philippines – 27 January 1997 to 10 April 2004 

Accounts Receivable Supervisor                                            

· Process city ledger and credit card transactions for the day.

· Prepares billing statements.

· Process employee ledger. (employee’s salary deduction)
· Apply credit card and city ledger payments.  (per card and company classification)

· Prepares monthly Analysis of Aging of Accounts Receivable.

· Prepares monthly Analysis of credit cards per card classification.

· Prepares monthly Analysis of banquet deposit ledger.

· Assists as witness to General Cashier in counting remittance of cashiers for the day.

· Act as reliever to Accounts Payable Staff in posting Food & Beverage Invoices

EDUCATIONAL BACKGROUND
1989 – 1993

Graduated with a Bachelor’s Degree in Commerce




Major in Accounting




Far Eastern University in Recto, Manila, Philippines

SPECIAL SKILLS
Knowledgeable of GAC Ship and Dolphin System

Knowledgeable of Opera System

Knowledgeable of Fidelio System

Good Knowledge of Microsoft Office (Word and Excel)

Knows how to use the Credit Card Machines
PERSONAL INFORMATION

Birth date
:
22 March 1973


Citizenship
:
Filipino


Civil Status
: 
Married

