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Curriculum Vitae

LALAINE 
Lalaine.370686@2freemail.com
Highligts: 
With a total of  11 years experiences in Gulf  as Independent HR Coordinator and PRO.
WORK EXPERIENCES:

   Year

Position

Company

Address

Nature 

2016 -2017 
HR / PRO

EMove FZCo.,

DMCC JLT 
Gen. Trading / Shipping
2006- 2016
Accountant/ LogisticsAdvanced Vision Dist.
Jebel Ali  
Gen. Trading /Logistics
2002-2005
Asst. Mktg. Officer
Eternal Gardens

Naga City, Phils.Memorial Park

1996-2002
Sec./Accountant
Bicol Graphics Ser
Naga City, Phils,Printing Press

CURRENT DUTIES & RESPONSIBILITIES:

HR Coordinator / PRO
· Responsible in processing the Employment Visa / Visit Visa for the newly hired employees on-line in 3 company branches (DMCC, Jafza portal and Dubai Tasheel)  and visa cancellation preparing all the requirements needed.

· Appointed as Public Relation Officer, representing the 3 companies if there is/are employee/s issues in immigration or labor government offices to solve the problem/s.
· Responsible of renewing Trade License of 3 company branches (DMCC, Jafza, Dubai) following all the procedures with time frame including all certificate required

· Responsible in making Letters of Correspondence.

· Monitoring each portal and maintaining top-up balance for the future transactions. 

· Responsible in making vehicle registration & renewing of all Vehicles and maintaining file.

As Accountant

· Responsible in preparing the requirements for the LETTER OF CREDIT (LC).

· Responsible for on-line Banking transactions using “Smart Business,” such as Fund Transfer from AED to USD account & vice versa, TT payment to various suppliers, adding new beneficiaries, salary transfer, DEWA & Salik payment and the likes.

· Maintaining CASH POSITION, awareness of all issued PDC cheques to avoid bounce cheques.

· Preparation and checking monthly of Salesman Commission. 

· Responsible in issuing Debit & Credit Notes as well as making necessary Journal Entries.

· Prepares weekly & monthly sales report showing the accurate profit per week/month.

· Prepares daily Cash Position & Weekly Bank Reconciliation report.

· Receiving the collections, issuing Receipt Voucher and Posting, scheduling the PDC from the client for deposit. 

· Prepares Accounts Receivables / Accounts Payable, which include following up the collectible cheques from the client.

· Responsible in scheduling & preparation of Cheques payment to the Suppliers.

· Maintaining individual customer ledger accounts and reconciliation of accounts..

· Preparation of Invoices, Sales Order, Purchase Orders, Packing List, Quotation, & Delivery Note.

· Checking the Customer Credit Application Form if capable to lend credit accounts. 

· Handling of Petty Cash Fund.

· Responsible in updating and posting the transactions to accounting software / package TALLY, and PEACH TREE. 

As Logistics Coordinator (Document Controller):
· Using Mirsal II in Passing of Custom Documents to secure Bill of Entry from Dubai Trade such as, transfer within FreeZone, Export, Import, Temporary Admission from Jebel Ali to Dubai and Vice Versa, etc… 
· Paying DPA online and making Electronic Gate Pass on-line out/in-bound with accurate data’s for export/import transactions
· Submission of documents to Customs before deadline to avoid any fines.
· Posting the Bill of Entry in the e-clearance software.

· Making transfer documents if the customers are with-in Jebel Ali Free Zone are.

· Monitoring of Export transactions and submission of necessary documents to Customs to clear Custom export account.
· Procuring container quotation and ordering of container to catch the next sailing date for exporting.
· Monitoring the Custom file (transfer-in and transfer out). Responsible in making Sales Invoice in Logistic transactions.

EDUCATIONAL BACKGROUND:

COLLEGE

:
UNIVERSITY OF NUEVA CACERES




IGUALDAD ST., NAGA CITY, PHILIPPINES



Bachelor of Science Major in Accountancy



1994 - 1998

PERSONAL DATA:


DATE OF BIRTH
:
JUNE 05, 1976


SEX


:
FEMALE


RELIGION

:
ROMAN CATHOLIC


CITIZENSHIP
:
FILIPINO


LANGUAGE & DIALECTS CAN SPEAK OR WRITE:






ENGLISH, TAGALOG, and BICOL 


Visa Status

: 
Employment (Transferable)

