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Objective: To acquire a challenging and responsible position where my knowledge, experience, skills and strong capabilities can mostly be utilized and advance with the intention of securing my professional career and opportunity for challenges and advancement, while gaining knowledge of new skills and expertise.
Career Profile: Eight (8) years UAE experience in accounting and finance. Detailed oriented, efficient, organized and excellent verbal and written communication skills. Reliable, hard-working, customer-oriented and dedicated, team-player who works well under pressure with minimum supervision.
Work Experience:
MAM Food Co. LLC

Dubai, UAE

General Accountant (March 2015 to March 2016)

· Prepares Daily Sales Report for both Distribution and Papa Murphy’s Business Unit

· Responsible for checking of all cash deposits for both Distribution and Papa Murphy’s on a daily basis. Report for any discrepancy to the Finance Manager and Board
· Prepares weekly sales report of Papa Murphy’s to be submitted to U.S. to serve as basis for the monthly royalty fee

· Prepares ageing reports on a weekly basis to monitor delinquent customers.
· Prepares statements of accounts for all credit customers on a monthly basis to facilitate timely collection.
· Responsible for the reconciliation of accounts by analyzing the information
· Prepares credit notes / debit notes for any discounts / claims to customers

· Prepares monthly sales analysis against target and previous months/years
· Review customers credit application and suggest credit limit to management for approval.
· Prepares monthly commission / incentives for all salesman.
· Render Accounts payable functions as needed.
· Prepares  reports/analysis as required by the board of directors
AL NISR PUBLISHING LLC
Dubai, UAE

Accountant (May to August 2014)

· Prepares monthly revenue reports/billing trend for all the Operating Business Unit
· Responsible for month-end closing process
· Prepare monthly revenue analysis versus budget and previous year
· Prepares monthly payroll / manpower / terminal benefits reconciliation
· Process refund request / credit approvals / receivable write-off/debtor turn-over
· Process voiceover invoices for GNB unit and make sure that it is within the budget
· Responsible in reverse & reset of clearing documents / receipts transfer from customer to customer and other request from credit control relating to receivable
· Process monthly pay-out of sales commission and variance analysis against provision made during closing process.
· Performs any other reports / analysis that may be required from time to time.
NUPLAS INDUSTRIES LIMITED

Jebel Ali Free Zone Authority

Accountant (March 2008 to April 2014)
· Contributing to the production of the annual accounts, finalization of accounts, preparing journals and tasks relating to the reconciliation of financial systems and will also provide assistance to the Finance Manager.
· Regularly monitor accounts payable and process payments with the assurance that they are paid in accordance with the terms and condition with the suppliers and process Purchase Order Requisitions on a timely manner.
· Ensure that all costs/records relating to goods received from suppliers (Spare Parts and Raw materials) are accurately maintained and verified, including all supporting documents.
· Monitor advances from officers and employees and assures that they are approved by proper authorities and are liquidated in timely manners.
· Maintain reconciliation of Inter-company Receivables and Payables.

· Regularly monitor accounts receivable and assures collections within the terms and conditions with the customers.
· Preparation of Bank Reconciliation on monthly basis to properly monitor bank balances, bank charges and interest paid on loans and TR’s.
· Reviews and scrutinize authenticity, validity and completeness of
 all accounting entries and proper charging of accounts for proper matching against budget before preparing final reports.
· Prepares Sales Invoice (both Local & Export) according to Customer’s LPO, Letter of Credit or Order Confirmation and assures that it is sign by proper signatories.
· Maintaining payroll information by collecting, calculating and entering data. Updating payroll records and maintaining payroll files, employee update, sick leave payments and Benefit adjustments.

· Ensures safekeeping of accounting records to facilitate fast and easy retrieval of required information and keeps records, reports and information with utmost confidentiality.
ADEC SOLUTIONS, INC. – Las Pinas City, Philippines

Accounts Officer (January 2005 to July 2007)

· Prepares Financial Statement package – Balance Sheet and Income Statement for the management done through MS Excel format and highlighted significant items and issues through MS Power point presentation.

· Ensures accuracy, validity, completeness of accounting transactions and entries.

· Prepares request for payment and checks for disbursement, invoices, purchase requisitions, and liquidations

· Preparation of Bank Reconciliation for monitoring of cheques deposits, bank debits and outstanding checks.
· Keeps records, reports and information with utmost confidentiality

PICOP – Bislig, Surigao Del Sur, Philippines

(Paper Industries Corporation of the Philippines)

Accounts Assistant (January 2002 – November 2004)

· Prepares Balance Sheet, Income Statement and analysis on performance and result of operation.
· Regularly monitors collection and payments and aging of accounts, timely submission of invoice.
· Ensures safekeeping of production report and other related accounting records to facilitate fast and easy retrieval of required information

· Check and review the completeness of journal entries before final processing of reports

· Payroll preparation
· Keeps records, reports and information with utmost confidentiality

Education:

College Course 
Bachelor of Science in Accountancy

 


Mindanao State University – Marawi City



1999 - Graduated
Special Skills: 
· Knowledge in Microsoft Word and Excel, MS Power point
· ISO 9001:2008 Orientation
· Knowledge on Tally Software ERP 9 / ERP Orion / SAP / FOCUS / GAAP
Personal Data:


Civil Status

:
Married

Nationality

:
Filipino


Visa Status

:
Visit Visa

Language Spoken
:
English, Tagalog
The above-mentioned are true and correct to the best of my knowledge.
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