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                                  Curriculum  Vitae  of
                                NELLY   
NELLY.45911@2freemail.com  


 CAREER  OBJECTIVE
                 To be able to enhance my knowledge, and to venture for new ideas and additional skills, that will be useful in my career growth, as well as, for my personality development.  Hence, I can assure that my dedication at work, will lead me to become an asset of your company, in achieving your goals.

 WORK  EXPERIENCES
Date

:
February 2007 – ‘til  date
Position
:
Accountant  General  
Company
:
RAA  Wood  Manufacturing  LLC




Wood Manufacturing Company




Ind. 3  Al Qusais  -  Dubai, UAE
Date

:
May  2003  -  February  2007

Position
:
Junior  Accountant
Company
:
Shafic Dagher Co. Ltd.



Kitchen  Manufacturing  Company 



Ind. Area No. 6 - Sharjah, UAE
Date

:
May  2000  -  December  2002
Position
:
Accountant  cum  Investment Trader

Company
:
Tibayan Group of Cos.




Investment  Company




Las Pinas City, Philippines
Date

:
September  1998  -  May  1999
Position
:
Accounting  Staff  -  Cost  Accounting
Company
:
Mintex  Corporation



Import – Export  of  Garment




Paranaque City, Philippines
Date

:
April  1998  -  August  1998
Position
:
Accounting  Staff  -  Inventory
Company
:
Mitsubishi  Phils.



Car  Dealer




Cebu City, Philippines
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 JOB  PROFILES
RAA  Wood  Manufacturing  LLC

· Responsible for the full control of the Accounting Records, as follows: 
· Preparation of Cash and Cheque Payments for Suppliers & other expenditures of the company
· Responsible for all the Banking Transactions
· Preparing the Payroll/Salary of the workers
· Being trusted by the General Manager, I am also functioning as the Executive Secretary cum Administrative Officer, as follows:
· Coordinating with our Secretary for the G.M.’s Appointments

· Responsible for all the delicate Company’s Correspondents 
· Application of Company’s License and other legal documents 
· Assisting the PRO for the documents needed for the application of the visas of the workers
· Double checking the LPO prepared by the Secretary, before sending it to our suppliers
Shafic Dagher Co. Ltd.
· Preparation of Journal & Payment Vouchers for all the transactions of the company, and encoding such on our Quickbooks Accounting System.

· Preparation of the Payroll by using the Sage Software Daceasy Payroll System. 
· Responsible for the keeping in touch with our customers, for their payment schedules.
· Assigned to maintain the accuracy of our bank records by preparing the Bank Reconciliations for our 3 banks, at the end of every month. 
· Coordinating with our Chief Accountant, for the banking transactions of the company, as follows:
· Cash and Cheque Deposits 

· Cheques and Documents Discounting
·  Application of L/C’s, and its amendments, if necessary
· Other bank documents application as needed by the company
Tibayan Group of Cos.

· Assigned as the Accountant cum Restaurant Supervisor of their restaurant branch.

· Reporting to the Vice President of the company, at the end of every week, in order to update him with the latest happenings and events that we are conducting in the branch.

· Working as a part-time Investment Trader of the company, who is looking for prospect clients that might be interested in investing their assets in our company.
· Coordinating with my colleagues and contributing new ideas and techniques that we may apply, in order to improve the sales of our company.
Mintex Corporation
· Reporting directly to the Production Manager as to the Cost measures of each product, if there is any increases of our raw materials and overhead, in order to take according action on the prices of our products.
Mitsubishi  Phils.
· Assigned as the Inventory Controller for their Maintenance Division, as to the Spare Parts of the vehicles.
· Responsible for the securing approval from the Department Manager for the releasing of the parts to our mechanics at work. 
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 SKILLS
· Applications Microsoft Word, Excel, Internet Applications, Quickbooks Accounting Software, & Sage Software Accounting and Payroll System
· Good command of English and Tagalog Language

 ATTAINMENT
  

1990 – 1994


Bachelor of Science in Accountancy





University of Cebu  
(graduated as Cum Laude)
1990 – 1994


Abellana National High School





 (graduated as 7th Honors)

1984 – 1990


Bo. Luz Elementary School






 (graduated as Valedictorian)

 PERSONALITY

Hard worker and full dedication in my work can be expected, eagerness to acquire new knowledge and skills, God-fearing, trustworthy, and patient.  In addition, you can count on my being active and creative character, and able to work on own initiative, strong ability to grasp any challenging assignments, paying full attention to details of work, and can perform even under pressure, with good amount of concentration.  Also, easy to get used to working atmosphere within a short span of time.

 PERSONAL INFO


Nationality

:
Filipino


Gender

:
Female


Date of Birth
:
October  09, 1977

Status

:
Married


Visa Status

:
Transferable  Visa 


***   with  UAE Driving License  (valid ‘til 2016)

