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To seek a responsible and challenging position in a Growth Oriented Progressive Institution where my skills and experiences will significantly contribute for overall success of the organization and provide an opportunity for my career growth.
PROFILE SUMMARY
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Profile:
Nationality:
Education:
No of years in UAE :
Religion :
Visa Status :
Salary Expectation :
QUALIFICATIONS



Female, 33, Single Filipino
Business Management ( BSC )
4 years experience working General Accountant Roman Catholic
Tourist Visa 
AED 5,000 basic monthly salary plus other allowances, yearly health insurance, and yearly 2 way tickets
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· Ability to organize, prioritize and work under pressure to meet deadlines 
· Self motivated, trustworthy, and easy going person 
· Hard worker, Fast learner, and ability to assume responsibility 
· Expert in knowledge of Peachtree, MIS, SAP, Excel Spreadsheet MS word and Power Point Presentation 
WORK EXPERIENCES
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Jul 2013 - Jun 2014

Jumeirah Lakes Towers, Dubai, UAE
General Accountant
· Reconciles general & subsidiary bank accounts by gathering & balancing information. 
· Maintains register to vendor invoices by reviewing invoices to ensure accuracy validity and appropriate approvals. 
· Prepare sales invoices in accurate details with the approval from the Manager and prepare transmittal report for the submission to clients. 
· Preparing cheques for company payables with approval from Manager. 
· Gather and received purchase invoices from suppliers by having company stamps with signature from the authorized person. 
· Scanning gathered sales and purchase invoices for updating into the systems. 
· Corrects errors by posting & adjusting journal entries. 
· Maintains general ledger accounts by reconciling accounts receivable and payable. 
· Petty cash custodian. Paying company expenses and making replenishment monthly report. 
· Secures financial information by completing database back-ups; keeping information confidential. 
· Analyze daily bank transaction by balance inquiry through online which enable to update into the system for account debited and credited. 
· Processing bank transfer for employee salaries. 
· Processing bank transfer payment for Directors bank loans. 
· Identifying and correcting balance sheet account issues. 
· Prepare monthly sales report into excel spreadsheet for analysis. 
· Processing bank transfers / withdrawals / deposits of cash & cheques to the bank. 
· Organize & prioritize on filing documentation for easy tractability of the files in times of needs. 
· Scanning invoices document for uploading into the system for record purposes. 
· Preparing transmittal report for sending documents to clients for reference. 
· Prepare courier air waybill for sending documents and non documents and contacting them for pick up schedules. 
· Booking clients and directors tickets and hotel accommodation accordingly. 
· Assist outsource auditors to assist their needs by photocopying, scanning and pull -outing documents they required. 
· Greetings clients and guiding them in professional manner. 
· Answering phone calls in professional manner. 
Jun 2010 - Jun 2013
Mx Care LLC
GGCO, Al Garhoud, Dubai, UAE
General Accountant
· Maintain documentation for projects undertaken by contracting department by implementing project coding system of files for both hard & soft copy for easy tractability of the files. 
· Support relevant departments with quotations for the purpose of tendering Local Purchase Orders to Contractors and Sub- contractors prior to Project Manager request and approvals. 
· Monitor & coordinate deliveries of items between suppliers to ensure that all items are delivered to site on time. 
· Negotiate for best purchasing package (in terms of quality, price, term, delivery and service) with suppliers and sub-contractors assigned. 
· Handling and monitoring of claims to factories and vendors for defectives, shortages and missing parts. 
· Maintain accounting ledgers by verifying and posting accounts transactions. 
· Complete payments by receiving, verifying, and reconciling vendor’s invoices. 
· Reconciliation of vendors accounts General Ledgers in excels spreadsheet prior to their statements. 
· Accuracy for updating Vendors/ Sub Contractors General Ledger prior to debit / credit account transactions 
· .Coordinate Senior Accountant for the cheques ready for collection and submission to Sub-contractors by informing them over the phone and emails for scheduling for cheques collection. 
· Prepare monthly Accounts Payable reports to Senior Accountant for cheques preparation. 
Jun 2003 - Jun 2010
HONDA MOTORCYCLE INC.
Cebu, Philippines
General Accountant
· Maintain daily sales and inventory reports of 200 Motorcycle Brand New units in showroom and warehouse. 
· Maintain stocks inventory to support showroom stocks availability and orders. 
· Reconciles stocks inventory in system program prior to actual counts inventory. 
· Petty cash custodian for company expenditure and input all expenses reimbursement to MIS system program required from the company. 
· Issue Sales Invoice, Sales Certificate, and Delivery Receipt for customers Purchase units in cash or installment basis. 
· Collecting cash from customers due to their monthly amortization of Purchase units and prepare cash and cheque deposits before the end of the day. 
· Preparing legal documents for Installment basis customers for the submission to the Government requirements. 
· Act as a receptionist and sales representative in showroom area for the support of the team. 
· Assist customers to fill up the application form and collecting the requirements for the submission to the financial department. 
· Prepare monthly sales, inventory, petty cash reports to Head office. 
