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REYNALDO 
E-mail Address: 
Reynaldo.378532@2freemail.com
                                        Mobile: Whatsapp +971504753686 / +919979971283
Nationality: 
Filipino

Visa Status: 
Employment / Free zone Visa

Availability:
can join immediately
Driving License:
UAE Driving License

OBJECTIVE














To obtain a position where I will be able to contribute my skills, knowledge and experiences to a company that will give me an opportunity to develop further my career and to utilize my account management, prospecting, supervision & administrative skills to benefit mutual growth and success.

SKILLS















· Excellent communication skills
· Able to manage multiple tasks
· Proficient in MS Word, Excel and Power Point
· With knowledge in Accounting
· Can work well both as a team and as an individual
· Good interpersonal and analytical skills
· Handles personnel very well
· Event Organizer

· Client/vendor relations
· Organized, disciplined and detail oriented
WORK HISTORY













Field Accountant, Accounts Receivable
Fine Hygienic Paper FZE – Fine Solutions

JAFZA, Dubai, U.A.E.
(January 28, 2016 – February 28, 2018)

· Responsible for administrative field accounting.

· Reviews regularly the statement of account (SOA) of the clients in Dubai and Northern Emirates.

· Remind clients close to overdue SOA for payments; follow-up clients with overdue SOA for payments.

· Re-checks SOA with clients for the outstanding/unpaid invoices and inform the Salesperson in-charge.

· Re-checks with clients for price difference from the SOA against Invoices and inform the Salesperson in-charge.

· Coordinates with Credit Control Department and Salesperson to avoid order on hold of the client.

· Resolves collections by examining clients payment plans, history and credit line and informs the Salesperson in-charge and credit control department.

· Collects cash and/or cheques from the clients with corresponding receipts.

· Deposits cash and/or cheques in the bank/CDM at the end of the day.

· Responsible for daily reports of the total collected cheques/cash to sales team and credit control department.

· Follow-up potential clients and inform the sales team.

· Protects the company’s value by keeping information confidential.

Sales Executive / Coordinator
Alatas Middle East FZE
JAFZA, Dubai, U.A.E.
(April 22, 2014 – November 30, 2015)

· Responsible to the Spare Parts Manager for all activities undertaken for Alatas.

· Ensures that all work carried out for Alatas is backed up and documented with completed files.

· Ensures that all work carried out for Alatas is done in professional and economical manner to meet Alatas guidelines.

· Responsible for handling of spare parts enquiries.

· Responsible for the complete handling of spare parts, including freight organization and claim handling.

· Effective and complete documentation of all customer / supplier correspondence.
· Independent and organized handling of the tasks.
· Various office related work e.g. order of office materials / consumables, petty cash management, coordination with office suppliers etc.

· By liaising with existing and potential customers, and other departments within the industry, the Sales Executive takes all worthwhile opportunities to expand business.
· Involves presentation, meetings with existing and potential customers and other related pitches.

Human Resource Executive
Fichte & Co Legal Consultancy
P.O Box 116637, Dubai, U.A.E.
(June 3, 2012 – March 31, 2014)

· Assisting the General Manager in all administrative duties.

· Review documents for GM signatory (leave application, quotations, offer letters and etc.)

· Attends to administrative concerns from the staff.

· In-charge with the General Documentation within HR and Administrative Departments.

· In-charge in the recruitment, selection, hiring and evaluation of company employee/staff.

· Monitors the employee/staff attendance, tardiness and absences.

· Calls from recruitment agencies/applicants.

· Rough outline of Job Descriptions.

· Arrange medical insurances for newly hired staff and leaving staff

· Coordinating with the PRO with regards to the visa processing.

· Monitors the leave and sick leave of all staff and keep records.

· Arranges Air ticket of the Staff for vacation, conferences and etc.

· Maintains HR files and staff details.

Personal Assistant to the Operations Director




Drake & Scull Water and Power
P.O Box 65794, Dubai, U.A.E.
(March 14, 2012 – May 31, 2012)

· Personal Assistant to the Operations Director.

· Assist the Operations Manager in all administrative matters.

· Coordinates with the Project Managers within the division of Water and Power.

· Coordinates with the Project Administrators within the division.

· Attends to Project Managers/Project Administrators queries.

· Handles General Documentation within the division’s projects.

· Monitors and updates the reports (weekly, monthly, etc.) within the division.

· Monitors the allocation and transferring of the Engineers/Staff/Operatives within the division.

· Handles HR responsibilities within the division.

· Arranges Hotel Bookings, Visa’s and Air ticket of the Operations Director and etc.

Senior Administrator



Abu Dhabi Operations and Commercial/Residential Division-Dubai Operations




BK Gulf LLC-Dutco Balfour Beatty Group
P.O Box 10079, Dubai, U.A.E.
(December 04, 2005 – November 10, 2011)

· Personal Assistant to the Operations Director.

· Assist the Operations Manager in all administrative matters.

· Coordinates with the Project Managers within the division.

· Coordinates with the Project Administrators within the division.

· Attends to Project Managers/Project Administrators queries.

· Handles General Documentation within the division’s projects.

· Monitors and updates the reports (weekly, monthly, etc.) within the division.

· Monitors the allocation and transferring of the Engineers/Staff/Operatives within the division.

· Handles HR responsibilities within the division.

· Arranges Hotel Bookings, Visa’s and Air ticket of the Operations Director and etc.

Document Controller



New York University, Project in Abu Dhabi


· In-charge with the Identification of the files based on the Project Filing System.
· In-charge of the maintenance of the file and proper labeling.
· Handles the Incoming and Outgoing of the documents.

· In-charge of the circulation of the documents and distributes to the concerned person.

· Attends to Project Managers/Project Administrators queries with regards to the documents.
· Monitors and controls the Records, Storage and Retention of the documents.

Administrative Chief/Officer



                                                                               

Orophil Shipping Int’l. Co. Inc.

Knights of Rizal Bldg., Port Area, Manila, Philippines

(August 01, 2004 – October 15, 2005)
· Assist the President in all administrative matters.

· Assist the Japanese Guest on their business trip.
· In-charge with the personnel, legal and administrative communications.

· In-charge in the recruitment, selection, hiring and evaluation of company employee/staff.

· Monitors the employee/staff attendance, tardiness and absences.

· Maintains the ISO 9001:2000 standard of the Administrative Dept.

· Implements company policies and procedures.

Accounting Personnel                                                          

Orophil Shipping Int’l. Co. Inc.

Knights of Rizal Bldg., Port Area, Manila, Philippines
(March 13, 2001 – July 31, 2004)
· Prepares monthly invoice/billing for the Japanese Principal.

· Prepares cheque vouchers.

· In-charge with the Protection and Indemnity (P&I) of the seaman.

· Primary contingent of the company cashier.

· Prepares deduction of seaman to payroll in-charge.

· Prepares certificates of seaman upon request.

· Handles the renewal of the insurance of company vehicles.

Marketing/Administrative Coordinator




International Academy of Management & Economics (I/AME)


Makati, Philippines

(June 2000 – February 28, 2001)
· Assist the Marketing Manager at all times.

· Organize the quarterly classes of the MBA students.

· Reports to the School Director on the performance of the MBA students’ performance.

· Monitors and coordinates with the students’ enquiries.

· In-charge with the registration and enrollment of the school.

· Develops excellence in training courses.
SEMINARS ATTENDED













· NEVILLE CLARKE-ISO 9001:2000 Quality Management System



Makati, Philippines – April 15, 2005


· 3rd Benchmarking Tour and International Seminar 






Singapore - April 30, 2004





· Philippine Chamber of Commerce and Industry-Seminars on Latest Tax Developments



Manila, Philippines – February 27, 2003








· Claims Handling Procedures and Amended POEA Standard Employment Contract



Manila, Philippines – July 26, 2002


EDUCATIONAL BACKGROUND












Masters Degree



Masters in Business Administration (MBA)
International Academy of Management and Economics (I/AME)
Makati, Philippines 

(June 2003 – May 2004)






Masters of Arts Major in Economics (9 Units)

University of Santo Tomas
Manila, Philippines

(June 2002 – October 2002)

 Bachelors Degree



Bachelor of Science in Commerce





Major in Economics & Management

Central Philippine University
Iloilo City, Philippines 
(June 1996 – March 2000)
