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MARA 

Email: mara.368904@2freemail.com 
Career Objectives: To be able to have best contribution in accomplishing Company’s goals while maximizing my potentials and be a continuously appreciating asset of the organization.
EDUCATION

	
Tertiary
	Bulacan State University

Bachelor of Science in Business Administration 

Major in Management

Guinhawa, City of Malolos, Bulacan
	           2007 – 2012

	Secondary 
	Holy Angels’ Academy

Poblacion, Pandi, Bulacan
	           2003 - 2007

	Primary

	Mamerto C. Bernardo Memorial Central School 

Poblacion, Pandi, Bulacan
	           1997 - 2003


WORK EXPERIENCE


Accounting Executive
Arwani Trading Co. LLC – Dubai, United Arab Emirates

24 October 2016 – Present
JOB DESCRIPTION 
· Designated on the collection of overall Accounts Receivables of the company.

· Works on making plans, strategies, and proper scheduling on how customer payments will be collected at the right time. 
· Authorize in sending Statement of Account to customers and updating them on their account status.
· Assist customers with their queries and giving them necessary information and documents required.
· Follow up payments from customers with overdue balances through calls and correspondence.
· Authorize on the issuance and monitoring of Cheque Receipt of the company. 
· Arrange to collect Cash and Cheque payments from customers.
· Record and monitor all Cheques and Cash received by the company.
· Check, tally, and prepare Cash for daily deposit. 
· Check and prepare dated Cheques for daily deposit.
· Ensure that all payments cleared by the bank were posted propery and accounts are updated timely.
· Providing weekly and monthly report on the status of Accounts Receivables.
· Prepare documents of inactive accounts, discuss and endorse to Legal Department for their assistance.
· Responsible in making Sales Invoices for Sales Department.
· Preparing Sales Incentives computation and report for special sales of the company.
· Receive Credit Application forms of the company, check their references, and endorse for Management’s approval. 
· Engage in doing bank reconciliations. 
· Prepare and fill up bank related documents.
· Responsible in building and maintaining professional interaction with clients on behalf of the company.
Administrative, Accounts, Legal , Marketing, & Secretariat Officer

Keva International Properties – Dubai, United Arab Emirates





14 June 2015 – 30 September 2016
JOB DESCRIPTION 
· Designated in preparing Tenancy Contracts, Memorandum of Understanding, Land Department and RERA documents required for renting and selling properties.
· Assist and coordinate with the clients visiting the office to make deals.

· Collect legal documents from the clients, scan, prepare copies, and make a file for each deal. 

· Coordinate, collect, complete, and correctly check all the required documents for rent and sale. 
· Received property payments from the clients and issue respective receipts. 

· Assist clients in registering and paying their DEWA, District Cooling, and Building Service charge.

· Responsible for the proper filing and safekeeping of all legal documents of each client. 

· Authorize for bank transactions and issuance of legal documents of the company. 

· Handle and safe keep the checks and cash received by the company. 

· In-charge in petty cash expenses, payment vouchers, invoices, acknowledgement and authorization letters of the company.

· Summarize, draft and send corporate emails on behalf of the Managing Director.

· Provide assistance and prepare all portfolio needed in meeting presentations of the Managing Director.

· Schedule meetings and interviews for the Managing Director.

· Handle hotel bookings and hotel reservation of the Managing Director and other executives. 

· Coordinate with different transactions where the Director and the company are involved.

· Responsible for posting, updating and overall control of the properties in portals and CRM system.
· Add contact and leads in the CRM system.

· Coordinate with different portals and CRM providers for any concern of the company.
· Do marketing by getting properties listed and leads through cold calling.

· Coordinate and assist clients regarding their preferences in choosing properties.
· Arranged property viewings for clients, endorse and discuss all about the property offering.

· Provide assistance for the property consultants regarding client’s coordination, Land Department and RERA documentation, and financial matters. 
· Assist and coordinate for any matters regarding the client’s property before, throughout, and after the deal.

· In-charge in receiving calls and getting all relevant information from them.
· Filter all property inquiries and forward it to respective agents. 

· Assist clients, visitors and candidates visited the office.
· Maintaining the overall inventory supplies of the company. 
· Keep the main keys and other keys for important lockers in the office.
Senior Treasury Associate

Megaworld Corporation – Makati City, Philippines
10 February 2012 – 13 February 2015
JOB DESCRIPTION

· Handles accounts of clients regarding their property payments.
· Responsible in receiving Cash and Cheque payments made by the clients for their property. 
· Designated in Credit Card transactions of the clients, provide daily, weekly, and monthly report to Treasury manager.
· Enusre the proper and timely posting of client’s payments through SAP system.

· Authorize in the issuance of Cashier Receipts, Provisional Receipts, and Official Receipts of the corporation.

· Print and transmit respective receipts issued for the clients.

· Coordinate with other departments for transmittal and updates regarding the client’s accounts.
· Authorize in doing bank transactions of the corporation.

· Responsible in the client’s queries and in giving assistance with regard to their payments, advances, and balances.

· Do bank reconciliations for treasury matters.

· Provide assistance to the transactions where the Senior Vice President for Treasury Department is involved. 

· Draft and send email on behalf of the Executive.

· Receive and safe keep Title Deed on behalf of the corporation. 

· Provide assistance to other departments regarding Treasury matters.

· Efficiently performs other duties that may be assigned from time to time.
International Management Trainee

Breadtalk Pte. Ltd. - Singapore
January 2011-January 2012

JOB DESCRIPTION

· Responsible for outlet’s daily, weekly, and monthly Sales and Financial Reports.

· Authorize in doing bank transactions for the branch store.

· Trusted in keeping confidential and private matters about the Money Vault inside the store.

· Effectively implementing marketing strategies that the management planned and scheduled.
· Properly doing cashier works and performing best customer service at all times.
· Assist customers, endorse, and discuss product offerings. 
· Responsible for daily and month end supplies inventory of the store.
· Do the daily, weekly, and monthly E-ordering of supplies.

· Assist the Manager in the outlet’s overall performance.

· Designated in attending Conferences and Trainings provided by the Management and discuss and share it to all employees in the store.

Accounting and Marketing Assistant - SPES (Special Program for Employment of Students)

Pandi Water District – Pandi, Bulacan, Philippines
March 2006 - June 2010 

JOB DESCRIPTION

· Authorize in receiving Cash payments from customers.

· Responsible for posting payments in Customer’s Ledger.
· Receive and issue respective receipts for the concessioners. 

· Engage in doing the Trial Balance and Balance Sheet of the company.
· Responsible in the filing and safe keeping of records.

· Research and provide marketing plans for the company offerings, and effectively assist implementation.
· Preparing reports for the executive.

· Provide assistance for the company employees.

· Handles internal and external concerns through emails and phone calls.

ACHIEVEMENTS, ACTIVITIES, AND AFFILIATIONS


Dean’s Lister:  Bachelor of Science in Business Administration Major in Management (Bulacan State University)

Member: Chamber of Young Business Leaders (Bulacan State University)

Member: Philippine Junior Marketing Association (PJMA)

OTHER RELEVANT INFORMATION


· Knowledgeable in SAP Accounting System and other Office In-House systems.
· Well trained in using Property CRM like Propspace, myCRM, and Zoho.
· Understand the work flows of Dubai Trading Industry.

· Understand the Dubai Real Estate works.

· Knowledgeable in processing legal documents and forms in Dubai Real Estate.

· Knowledgeable in bank related documents.
· Zero lost Cheque and no unbalanced Cash collection.

· Proficient with Microsoft Office programs.
· Literate in operating office equipment like computer, fax, scanner, printer, and photocopy machine.
· Handling outgoing and incoming calls efficiently.

· Able to provide excellent customer service and building harmonious relationship with the clients.
· Highly dedicated and hardworking; no travel and overtime restrictions.

· Flexible, committed and willing to undergo training or personal & professional development.

· Trustworthy and reliable team member.
PERSONAL DATA


Date of Birth



:
1 July 1991
Age




:
25 years’ old

Gender




:
Female

Nationality



:
Filipino

Availability to join


:
1 month
SEMINARS ATTENDED


Propspace CRM Training  




Building Wealth with Stocks

Office 2201, Mazaya Business Avenue



TanghalangPlaridel, Bulacan State University

JLT, Dubai, UAE  





Malolos City, Bulacan

23 February 2016





24 August 2010

MadWorld, PJMA Advertising Conference


Youthenics: PJMA Marketing Conference

SMX Convention Center




Araneta Coliseum, Araneta Center

Pasay City, Philippines





Quezon City, Philippines

3 January 2010






29 July 2008
I hereby certify that the above information is true and accurate to the best of my knowledge.

______________________________

 

 MARA

