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JELYN 
Jelyn.58722@2freemail.com 
PROFESSIONAL GOAL

 To acquire expertise in a field of responsibility wherein I could further developed and utilized my extensive experience in the field of accounting in company that adheres to high level of excellence.
PROFESSIONAL EXPERIENCES:
INTERNATIONAL SOS
Dubai Airport Free Zone, 
7WB, 4th Floor, Suite 4000, 
PO Box 54757, Dubai, UAE
Central Credit Control Service Supervisor – Temporary position (November 2014 to March 2015)  
· Efficiently manage over 300 customer accounts in 4 different locations namely Iraq, Afghanistan, Gulf of Guinea and West African Territories. Two locations out of four being handled are always on the top 3 in meeting the cash targets in all regions. 
· Prepare the 3 month cash forecasts which were being checked by the head of billing and credit control before distributing to the Finance team.
· Set up the monthly cash targets which meet the monthly DSO (Day Sales Outstanding) and >60 days percentage budgeted by the management. Significantly contributed in the cleaning up of over 1 year AR sub ledgers and in meeting the monthly targets.
· Responsible in the preparation of bi-monthly AR reports with updated status and strategies of each client as well as the percentage of collection against the set up target before sending out to Financial Controllers, General Managers and Head of Sales on each assigned locations.
· Send out Statement of Accounts, attending to client’s queries, checking the daily cash receipts and ensuring that they were allocated against the invoices that were paid.
· Load to sharepoint the provisions and bad debt write offs of bad debt clients for management approvals and ensure that were posted in the accounting system before month end.
· Check the AR sub ledgers monthly ensuring that all credits notes and receipts were allocated before sending out the final AR to the management. 

· Weekly meeting with the Head of Credit Control and Billing and monthly meeting with the General Managers, Head of Sales and Financial Controllers regarding the top clients of each assigned locations.
Supreme Fuels Trading FZE
Le Solarium Building

Dubai Silicon Oasis, Dubai, U.A.E

Credit Controller/AR Supervisor – June 2008 to November 2014
· Effectively manage the customer accounts, from the processing of new customer account application, creating the account in accounting system, posting of invoices up to ensuring all payments from customers are properly allocated against the respective paid invoices.
· Responsible in the preparation of consolidated sales reports such as AR and Income Accrual Aging Reports, DSO (Day Sales Outstanding) of the different business units of the company, and client specific reports.
· Analyze reports such as AR graph of weekly AR balances, weekly DSO, total amount of invoices raised and payments received per week.

· Update the report on the strategy and status of the aged customer balances.

· Prepare monthly sales reports such as Sales Driller, AR and Income Accrual Aging Reports, Consolidated DSO (Day Sales Outstanding) of the different business units of the company and NATO (client) reports

· Monthly reconciliation of AR and other AR related GL accounts through checking the BSI (Balance Sheet Integrity) prepared by the AR/Credit officers.
· Liaise with the customers regarding payments and attend queries regarding statement of accounts.
· Check, approve and post all AR related journals like bank and cash customer receipts, ledger adjustments such as immaterial under/overpayments, write off and provisions for bad debts before they are get posted in the accounting system. 
· Provide to the Internal Control team the AR related audit requirements for quarterly and year-end audits.

· Proactive input to weekly Credit Meeting
· Supervise Account Receivable officers managing different business units of the company.
Van Oord Gulf FZE
Palm Deira Island, Dubai U.A.E.
February 2006 to May 2008
Assistant Accountant
· Perform accounts payable functions for construction expenses.
· Manage creditor accounts, generating weekly on-demand cheques.

· Prepare a Lapsing schedule for all the assets of the company.

· Monitor and record company expenses.
· Post all business transactions on the accounting system of the company.

· Handle the Petty Cash Fund of the company.

· Coordinate monthly payroll of locally hired staffs.

· In charge on the safe keeping of all important documents in relation to accounting works.

· Administered online banking function.
· Prepare sales invoices of the company.

· Make monthly PCF report and bank reconciliation.

· Ensure compliance with accounting deadlines.
Gentrade International (Phils.) Inc.   

G.B. CAM Bldg. Monteverde, Davao City

June 2003 to Feb 2006
Accounting In Charge
· In charge in all documents and paper works in relation to the accounting works.

· Keep records of all documents received and transmitted to concerned person.
· Prepare the monthly reconciliation of Notes receivable from the branch and Home office.
· Post all business transactions on Management Integrated System as a basis for Financial Statement.

· Make the monthly and year end reporting of Balance Sheet, Income Statement, Statement of Cash Flow and Statement of Profit and Loss 

· Handle monthly and year end  Bank Reconciliation 

· Assist the Finance Manager/Senior Accountant in handling Revolving fund, Petty Cash Fund and Payables of the company.

· Verify and monitor the monthly bank balance of the company.

· Generate on the yearly budget and estimated expenses incurred by the company.

· Make monthly and year end Inventory.
· Report variances in annual costing reports.

Siy Cha Hardware Corporation:


G.B. CAM Bldg. Monteverde, Davao City

Aug. 2002 to June 2003

Accounting and Disbursement Clerk
· Manage accounts payable, accounts receivable and payroll department.
· Prepare monthly company accounts and reports.
· Keep and make records in daily cash position of the company.
· Monitor and check with the bank the cash balance of the company.

· Prepare the monthly and year end Statement of Cash Flow.
· Responsible for the monthly and year-end bank reconciliation.

· Handle the Petty Cash Fund.

· Manage the internal and external mail functions.

CERTIFICATE OF COMPLETION 

Super User Training for Project Romeo – Microsoft Dynamics AX 2012 system

E Learning
· Asserting Yourself Professionally

· Difficult People in the Workplace Environment

· Emotional Intelligence and Teamwork

· E-mail and Organizational Communication

· Success over Stress

RELEVANT SKILLS
· Proficient in Microsoft Word and Excel (pivoting and v-look up) 
· Extensive experience in accounting systems such as MIS and AXAPTA 2012
· Good written and verbal communication skills.
PERSONAL INFORMATION

Date of Birth


:
31 August 1981


Nationality


:
Filipino


Religion


:
Roman Catholic


Civil Status


:
Married
EDUCATIONAL BACKGROUND

Tertiary



School 

: 
University of Mindanao



S.Y.


:
1998 – 2002



Course


:
Bachelor of Science in Accountancy


Awards received
:
Academic Excellence – Bronze Medallist







(1998-2002)







Mock CPA Board Exam March 2002







Overall Topnotcher – 5th Placer







Management Advisory Services Topnotcher

