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 WILLIE
 WILLIE.370443@2freemail.com 
 


CAREER OBJECTIVE
To be able to contribute my knowledge and skills by working with great sense of responsibility, dedication, and hard-work, and share whatever expertise, training/skills I gain will be used for the development and growth of the company/institution.
WORK EXPERIENCES
Dar Opticals LLC
Dubai, United Arab Emirates  

Accountant-Central Management office
August 2015 – Present
· Preparing and submitting Monthly sales report & Deposit Summary to the management.
Cash and card sales report

· verify and check actual sales report versus system generated report

·  investigate and report if there are any discrepancies in the sales report

· ensure that daily cash deposit is equivalent to the report

· record card transaction to its corresponding bank account

· Check first the merchant settlement (from Network) and match with the bank statement then record to Peachtree.
· Preparing and analyzing monthly stock report
· Passing all entries for Kuwait region sales, petty cash replenishments, and all other expenses into Peachtree
· Responsible in the bank recon for all the region(Oman, Qatar, Kuwait, Bahrain & UAE)
· Handling the petty cash of Central management office

· In charge of clients and supplier ledger(payment/invoice/credit note)
· Assisting the finance director to prepare the payment schedule
· Checking monthly payroll functions for 300+ employees.
· Preparing the WPS for the entire UAE staff(150 plus employees)
· Responsible for verifying leave and final settlement for all UAE staff (including both reports from Matrix and Manual calculation) provided by Administration 
· Responsible for computing regional target, bonus and issuing pay order for Kuwait
· Monitoring Kuwait region rental payments and keeping proper record of all tenancy contracts and cheque vouchers issued
· Coordinating with Finance Manager for supplier payments to be included in the financial plan
· Monitoring supplier payments and keeping up to date record of statement of account for each supplier for entire group
· Responsible for monitoring outside Kuwait region local supplier payments and keeping up to date record of their statement of account
· Analyzing accounts on a monthly basis and preparing detailed reconciliations
· Assisting the senior accountant in the financial statement and finalization, including entire region. 
· Assisting the senior accountant in closing the books at year end upon completion of the annual audit.

· Assisting the Auditor in whatever they need for the auditing

· Preparing sales comparison report

· Checking bonus report submitted by regional accountant

· Preparing expense report for the central management office


· Developed good relationship with Bankers and Auditors.

· Scrutinize the general ledger if there is abnormal account and pass the adjusting entry
· Posting of general ledger entry like prepaid rent/bank transaction/loan entry/etc 
· Preparing cash flow for the month(payable and receivable bank daily position)
· Support the company’s mission, vision, values and goals in the performance of daily activity 
· Performs other duties and special projects as requested by management.
Waagner Biro Gulf LLC

Dubai, United Arab Emirates  

Junior Accountant
September 2013 – August 2015
· Receiving and processing of suppliers/contractor/sub-contractor invoices.

· Distribution of invoices to site for verification by site accountant and approval by project manager (on Weekly basis)

· Posting invoices approved by the project manager

· Posting adjusting entry connected to suppliers invoices 

· Posting credit memos in the system

· Manage the invoices data base on excel program.

· Maintaining file of invoices payment voucher and all accounting documents.

· Supporting finance controller for invoice payment process by preparing payment schedule(Weekly)

· Preparing cheque for supplier

· Posting payment voucher in the system

· Posting office prepaid rent
· Communicating to supplier regarding their payment status

· Preparing accounts receivable ageing every monthly closing

· Communicating with the purchase regarding the invoices received if there is questionable thing
· Supporting the receivable accountant in posting clients invoice

· Supporting some department in preparing invoice for the clients

· Entering petty cash in the system

· Knowledge on preparing cash flow

· Knowledge on posting in General Journal account

· Supporting the receivable accountant in payment follow from the clients

FedEx Kinko’s Office and Print Services 

Dubai, UAE

Accounts & Admin Assistant
June 2012 up to September 2013
· Responsible in following up with the receivables

· Preparing Aged Receivables for follow up 
· Responsible in following up with the receivables 
· Preparing incentive for the Sales Person

· Verifying Petty Cash

· Entering new account opening in the system

· Making quotation for customers
· Preparing invoices

· Communicating with the agency for the flights and hotels booking of the manager

· Sets meeting of the manager

· In-charge of Purchasing & Payables

· Entering A/R & A/P invoices in the system

· Following up the stocks ordered

· Preparing purchase order

· Entering all inventory in the system

· Preparing aged payables for cheque preparation

· Preparing petty cash for the HR Manager

· Doing HR related matters (Leave Request, Sick Leave Obtaining Passport Leave Tabulation)

· Verifying cheques prepared before sending to signatories

· Answering phone calls

· All other task designated by the immediate superior
ADDESSA CORPORATION
Tarlac, Philippines

Accounts Receivable Staff

June 2010- April 2012
· Responsible for documentation of all incoming and outgoing inventory stocks (books & computer)
· update inventory subsidiary books
· Conduct physical inventory every end of the month and tally against books, computer and physical count
· Responsible in the verification of acquisition cost to admin office
· Responsible in safekeeping of all inventory documents
· Performs cashier duty
· Responsible in encoding A/R, A/P & Inventory transaction in the system

· Inputs the bills payable to the system

· Entering transaction in the general ledger

· Preparing cheque payments

· Preparing incentive for the collector
· Preparing the trial balance for verification of the accountant
· Answer telephones and transfer to appropriate staff member

· Meet and greet clients and visitors

· Handling incoming mail and other materials 

· Do business correspondence

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.

· All other task designated by the immediate superior

EDUCATIONAL BACKGROUND

Tertiary

 : Bachelor of Science in Business Administration
  

   Major in Financial and Management Accounting

PERSONAL QUALIFICATIONS
· SAP Business 1 Software Encoder
· ACCPAC System Encoder

· Microsoft Navision Encoder
· Sage 50(Peachtree) Software System
· Hardworking and easy to work with
· With Sound knowledge on MS Office Word, Excel & Power Point

· Trustworthy and trainable with positive attitude
· With leadership skill
PERSONAL DATA
Gender




  
 : Female

Citizenship




 : Filipino

Languages/ Dialects spoken

 : English, Tagalog, Ilocano

Visa Status




 : Employment
Expected Salary



 : 6,500.00 – 7,000.00 AED
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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