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EXPERIENCE ACCOUNTING & FINANACE OFFICER
Financial Stewardship | Financial Management | Analysis & Planning
Experienced and driven financial services professional with expertise in accounting, financial management, analysis, and planning. Skilled in collaborating with all members of the organization to achieve business and financial objectives. Instrumental in streamlining and improving processes and reporting methods and implementing analytical solutions. Technical proficiency in MS Office, Mystrata, MYOB, Tally/ERP9, basic SAP knowledge with U.A.E. Driving License. 
· Financial Management & Planning
· Business & Financial Operations
· Accounting & Payroll
· Presentations & Reporting
· Financial Reporting & Systems
· Tax & Audit Processes

· Interpersonal Skills
· Verbal & Written Skills
· Budgeting and Financial Analysis
· Client Relations
· Human Resources
· Technical Proficiency
PROFESSIONAL EXPERIENCE

THREE SIXTY ESTATES MANAGEMENT L.L.C., Dubai, United Arab Emirates (U.A.E.)                                      2016-2017

Property Accountant
· Managed all aspects of operations, ensuring accurate and timely reconciliation of associated financials.
· Facilitating consistency at all levels of accounting operations, including bookkeeping, record keeping, and reporting. Classifies and preserves retention files for required period of time. 
· Oversaw and comprehensively managed to categorize profit and loss set up in line with the client’s budget requirements.

· Streamlined budgeting processes and introduced process improvements that enhanced productivity. 

· Frequently managed organization income, such as invoicing of service charges, utilities, and penalties, including distribution of payment reminder with statement of accounts.
· Assisted manager and valuable clients with a range of financial needs and systems, including resolving unit owners/tenants account discrepancy and owners’ association board correspondence.
· Initiated system closing of accounts, such as month-end and year-end, including posting of entries such as adjustments, accruals and prepayments, reversing and write-offs with ability to lock the accounts and preparing companies for audit. 
· Slashed cheque printing costs by developing and piloting computerized generated cheque preparation, while ensuring the continuation and enhancements of services.
· With knowledge of complete data migration from MYOB to Mystrata with financial back-up.

PREMIUM COMMUNITY MANAGEMENT L.L.C., Dubai, United Arab Emirates (U.A.E.)                                  2015-2016

Accountant General
· Managed revenue area of operations, such as receiving numerous payments and preparing deposits while ensuring accurate and timely reconciliation of associated financials.
· Improved 98% quality and accuracy of payment processes, by developing and piloting computerized generated cheque preparation, while ensuring the continuation and enhancements of services.
· Frequently managed organization income, such as invoicing of service charges, utilities, and penalties, including distribution of payment reminder with statement of accounts.

· Assisted manager and valuable clients with a range of financial needs and systems, including resolving unit owners/tenant account discrepancy and board correspondence.

· Instigated system year-end closing of accounts, including posting of entries such as adjustments, accruals and prepayments, reversing and write-offs with ability to lock the accounts and preparing companies for audit.
· With knowledge of complete data migration from Mystrata to MYOB with financial back-up.
POWER SOLUTION INDUSTRIES L.L.C., Ajman, United Arab Emirates (U.A.E.)                                                2008-2015

Accounts Assistant
· Oversaw accounts payables and receivables functions, including Petty cash for manufacturing of steel cable tray management system serving, such as building construction, airports and metro railways.
· Responsible for management in numerous key areas, including all aspects of accounting, payroll, auditing, and human resources, including insurance, staff requests, deposits, and gratuity calculations up to classification and preservation of retention files for required period of time. 
· Simultaneously managed all types of Letter of Credit and bank correspondence, including arrangement of deliveries and shipments in compliance with Government Agencies such as Dubai Ports and Customs, and Dubai Chambers of Commerce. 
· Improved 98% quality and accuracy of payment processes, by developing and piloting computerized generated cheque preparation, while ensuring the continuation and enhancements of services.

· Regularly generates statements of accounts and follow-up with clients, targeted of 80% collections a month to cover raw materials liability and payroll liability.
UNIVERSITY OF MINDANAO RECORDS & ADMISSION CENTRE, Davao City, Philippines                               2003-2007

Liaison and Evaluation Officer
· Rationalized evaluation processes and introduced process improvements that enhanced productivity.

· Following in-depth records analysis, provided recommendations to students to drive monetary savings and positive direction. 

· Managed all correspondence with Government Agencies, such as Commission on Higher Education (CHED) – XI, Technical Education and Skills Development Authority (TESDA), and Others.
EDUCAION & CREDENTIALS
Dec 2013 - March 2014 

CERTIFIED ACCOUNT TECHNICIAN (CAT) 

Certified Payroll and Taxation 

American College University, Dubai U.A.E

Oct 1998 - Mar 2003

BACHELOR OF SCIENCE IN ACCOUNTANCY (B.S.A.)

University of Mindanao, Davao City Philippines
SEMINAR & TRAINING ATTENDED
Dec 2013 - Apr 2014 (90 hours)
CERTIFIED ACCOUNT TECHNICIAN (CAT) 
American College University, Dubai U.A.E
· Certified Bookkeeper

· Registered Cost Accountant

· Certified Payroll and Taxation 

Feb 2013 - Oct 2013 (264 hours)

PHILIPPINE MIDDLE EAST CPA Review (PMECPAR)

Emarat Atrium - BPO ME Consulting FZ LLC, PO Box 487177, Dubai, U.A.E. 

· Certified Public Accountant (CPA) Review

Oct 2017 (5 hours)

BPO ME Consulting FZ LLC, Abu Dhabi, U.A.E. 

· Value Added Tax (VAT) in UAE – Training Workshop
SKILLS
· Organization
· Time management
· Adaptability
· Communication
· Openness
· Leadership
REFERENCES
AVAILABLE ON DEMAND
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