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JUMEL 
Mobile NO.  C/o 0504973598
Email Address: jumel.74790@2freemail.com 

Career Objective: To work in a dynamic organization that demands and rewards 
excellence while providing long term career opportunity for advancement, personal 
growth and utilizing my general experience.                  
WORK EXPERIENCE:
ACCOUNTANT- RETAIL FINANCE

M.H. Al Shaya Co. LLC

Dubai, UAE
December 2008 - Present
Company Profile:

Alshaya is a  leading international franchise operator for over 40 of the world's most recognized retail brands including BHS, H&M, Starbucks, Mothercare, Pottery Barn, MAC, Topshop/Topman,  Claires, Debenhams, River Island, Boots, The Body Shop, Vision Express, Next, Milano, Foot Locker, Pizza Express, Noodle Factory, PQ and Dean & Deluca & many more. The company currently operates over 1400 stores in 15 countries across its operating divisions in the Middle East, Africa, Turkey, Russia, Southern & Eastern Europe & employs more than 15, 000 people.
Job Description:
· Check and confirm the daily summary sales report of each store and see to it that sales are accurate in accordance in the ORACLE accounting system.
· Monitor and track the daily stores cash banking  and rectify it if necessary to update and balance in the ORACLE  accounting system.

· Review and check all the store petty cash expenses with official receipts that are approved and signed by the District/ Operations Managers. Petty Cash Replenishments are done every 1st & 15th of the month.
· Reconcile and confirm the stores especially discrepancies in sales, cash collection/banking and other related issues.
· Prepare Manual Invoice/Credit Memo with extensive entry in the Oracle accounting system.
· Pending Invoices should be cleared every period.
· Coordinate the bank regarding any credit card disputes from customers.
ACCOUNTING IN CHARGE cum ADMIN. SECRETARY
Al Emara Properties

Dubai, UAE

November 2006- February 2008
Job Description:
· Receive payments to be deposited in the bank and issue official receipts and prepare summary report for the flat payments.

· Prepare and issue cheques for payment vouchers.

· Handle bank reconciliation and monitor post dated cheques for payments.
· In charge of petty cash.

· Prepare summary expenses of the month.

· Monitor DEWA and etisalat bills and other payables to check if paid promptly 
· Follow up clients regarding their expiration of contracts and payments of the flats.
· Keep track of tenant files and other necessary documents.
· Coordinate with other real estates regarding the availability of other properties.

· Coordinate the sales manager and follow up payments.
· Receive and send telephone calls, fax messages and emails.
· Make appointments for clients and other business meetings.
 ACCOUNTS ASSISTANT cum PAYROLL OFFICER
Mimar Models-model Builders

Sharjah, UAE

April 2006-August 2006
Job Description:

· Review all invoices for appropriate documentation and approval prior to payment
· Prepare and issue cheques for payments and encashments.
· Monitor payables if they are paid promptly.
· Handle petty cash.
· Make and prepare payroll summary and payslips of employees.

· Compute overtime pay of employees.

· Make and prepare summary company’s expenses for the month.

· In charge in the inventory of workshop materials and supplies.

· Reports directly to the executive manager.

· Counter check cash advances and employees salary loan.

· Check daily attendance of employees.
CASHIER

Al Ghurair Exchange

Dubai,UAE

January 2006-April 2006
Job Description:
· Receive any foreign currency from customers and compute according to their respective value and rates for that day.
· Assist in the remittance section for giving the cash to customers of western union transactions.

· Familiarize the different currency with their codes.

· Cash count money before giving it to the customer.
ASST.CASHIER cum CREDIT AND COLLECTION OFFICER
1st Valley Bank, Ozamiz City, Philippines

May 2001 – November 2005
Job Description:

· Review and analyze customer balance in their respective ledgers.

· Prepares billing and collection statement of the different groups such as government agencies and other private entities.

· Prepare notices and reminders and distribute these to clients whose loans will due for the coming month and most especially those that are delayed and overdue accounts.

· Collect payments and get remittances of the different groups, entities and establishments.

· Receive payments and issue official receipts to clients.

· Conduct CI/BI for new clients applying for salary and agricultural loans and make recommendation for approval of the branch manager.
· Pick-up deposits to some other clients.

· Compute the monthly amortization and the amount due of client's loan especially when they pay in full before due date and any rebates if there's any.

· Post payments to the general ledger of clients.
· Cash count money and turn over to the cashier for counter checking.
· Make bundles according of its value such as 10, 20, 50, 100, 500 and 1,000 paper bills
CUSTOMER SERVICE EXECUTIVE

SM City Cebu, Philippines
April 2000-April 2001
Job Description:

· Assist customers and greet them with a smile.
· Clean and arrange the display.
· Makes weekly report and monthly inventory.
· Gives suggestions to the department head regarding the products that will be ordered for the next purchase order.
· Maintain complete customer satisfaction by giving them personalized service.
PERSONAL DATA
Date of Birth              : April 29, 1979

Place of Birth            : Ozamiz City, Philippines

Language Known      : English, Filipino, Cebuano

Height                        : 5 '8"
Visa Status                :  Employment Visa
EDUCATIONAL BACKGROUND
Achievements and Awards:

· Academic Excellence Awardee

· Extra-Curricular Awardee

· Loyalty Awardee

· Student Supreme Council Representative-School of Business

· Social Manager-Graduating Class-March 2000

· Career Civil Service Sub-Professional Examination Passer (Rate: 88%)
· Career Civil Service Professional Examination Passer  (Rate : 80%)
QUALIFICATION: A graduate of  Bachelor of Science in Commerce Major in Computer Application at La Salle University, Ozamiz City, Philippines, hardworking, dynamic, proactive, self motivated, honest and God fearing person, ability to work independently and with a team in a fast-paced and high volume environment with emphasis on accuracy and timeliness.
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