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HIGHLIGHTS:

· Over 10 years experience in financial reporting such as Balance Sheet, Income Statement & Statement of Cash Flow.

· Proficiency of company’s computerize-based system

· Sufficient knowledge of MS office 2007 such as MS  word, MS excel & MS outlook
· Sound knowledge in Oracle, Tally 6.3, Peachtree 2006, QuickBooks, Sun Systems, Navision Axapta 2.5 
· &  Microsoft Dynamics 4.0
WORK EXPERIENCES

POSITION
:  Finance Specialist
COMPANY
:  Bukkehave Corporation A/S
INCLUSIVE DATES
:  March 1, 2008 – November 8, 2010
SCOPE OF WORK
:  Internal A/R handling - liaises with Sales and Order Fulfillment dept. regarding 
               collection matters, generation of statement of accounts etc   



   Posting of received customer payments and vendor payments 


   Monitoring of payments received and thereafter sending announcements to the 

                responsible sales and order fulfillment persons


   

   Weekly generation of customer aging report and comparative debtor report to be 


                             sent to Sales staff and Management

External A/R handling - sending out dunning letters to overdue customers and

  


   general related correspondences
                                          Ensuring that customer queries are dealt with in a timely manner and are resolved 

                                          quickly and accurately.            


   .




   Updating of daily exchange rates in Siebel and Dynamics 
   Daily update of Dubai cash flow spreadsheet and preparation of Dubai checks &




   control of vouchers for disbursement




   Postings of hedging vouchers and B/G, L/C vouchers forwarded from DK office




   Liaise with bank representatives related to deposit of checks, withdrawals, 




   check book request and other bank related matters



   Preparation of bank reconciliation on month end



   Updating of exchange rates as per month end rates




   Reconciliation of A/R system versus G/L




   Computation and posting or prepayments from customers



   Monitoring and creation of foreign payments 




   Intercompany invoicing 

Recon, monitoring /counting, replenishment and posting of Dubai petty cash         transactions

Liaise with various agencies such as Etisalat, DEWA and DU.
               Other admin tasks as assigned by immediate superior 
POSITION
:  Accounts Receivable Accountant
COMPANY
:  DHL – Dubai Airport Free Zone Area, UAE 

INCLUSIVE DATES
:  Oct. 21, 2006- February 2008
SCOPE OF WORK
:  Manage and coordinate cash allocation for future payment



Prepare bank /AR/AP reconciliation

Reconcile daily sales manifest from actual cash remittance by service       centers and ensure that all collections are remitted on time.

Prepare cash discrepancy report addressed to all station managers with a detailed listing of wrong manifesting and/or unpaid or short collection for appropriate action.

Reconcile credit card collection and follow up to the bank for any   outstanding.

Prepare DCR of stations and reconcile cash received against the daily collection report.

Prepare refund for customers in cases of overcharge or discontinue of shipment service.



Monitor aging of accounts receivable



Follow up collection, prepare invoices and  receipt vouchers

Prepare monthly bank reconciliation.
POSITION
:  Senior Accountant/Office Administrator

COMPANY
:  Verve Cosmetics L.L.C. - Abuhail St., Deira, Dubai

INCLUSIVE DATES
:  July 01, 2006- Oct. 20, 2006

SCOPE OF WORK
:  Perform all accounting and administrative related functions.



Prepare financial reporting and liaising with auditor.



Examine operating cost and the income & expenditure of the company



Prepare budget and forecast of all company expenses.



Calculate product cost/maintain cash flow statement/do bank reconciliation



Prepare monthly stock report/schedules of inventory, receivable & payables

POSITION
: Financial Accountant

COMPANY

: Visayan Electrical Company– Cebu, Phils.

INCLUSIVE DATES
: Jan. 15, 2005 – June 13, 2006

SCOPE OF WORK    
: Examine operating costs and the income and expenditure of the 

Company, Follow up payment/collection & prepare invoices, receipt/payment vouchers, billing statement & schedules of accounts receivable & accounts payable, Prepare journal entries and generate financial statements, such as the balance sheet, profit & loss account and the statement of retained earnings. Manage and coordinate monthly payroll functions of 500+ employees. Maintain cash flow statement, petty cash and do bank reconciliation. Compute/update month-end accruals, amortizations/depreciation and ascertain correctness of furniture, fixtures and equipments, prepaid expenses, accrued interest receivable/payable and fixed assets.Generate budgets & forecasts on a quarterly basis and present to the management team


POSITION

: Technical Support Engineer (Call Center Agent)

COMPANY

: SYKES ASIA – Accenture – SBC PI Dial

INCLUSIVE DATES
: Jan. 5, 2003 – Jan. 10, 2005

SCOPE OF WORK
: Receive calls in queue from clients of SBC Yahoo! PI Dial

Troubleshoot client’s issue and provide excellent customer service

Pull- out data from customer’s evaluation, Do coaching with the team leads 

to ensure that the concerned agent received the feedback.


Monitor calls and make an evaluation based on the guidelines set.

POSITION                     :  Financial Accountant

COMPANY

:  POPULAR FEEDMILL CORPORATION – Cebu, Phils.

INCLUSIVE DATES
:  January 16, 1998 – March 22, 2001

SCOPE OF WORK   
: Assist the VP-Finance and administration division of the day-to-day operating and accounting task concerning maintenance and reconciliation of operating expenses; check vouchers, billing reconciliation, bank reconciliation and other financial transactions; check and review all financial accounting processes of the enterprise; maintain and coordinate with retainers and consulting firms on the preparation and recording of government licenses, taxes work orders and registration; assist the systems administrator on the preparation of the  payroll, sale consolidations and A/R aging. Prepare and process documentary credit or letter of credit(LC).

POSITION

: Accountant

COMPANY

: TRANSFARM GROUP OF COMPANIES – DAEWOO CARS

INCLUSIVE DATES
: October 16, 1995 – Nov. 30, 1997

SCOPE OF WORK
: Record all book of accounts in the cash receipts book, sales journal and cash
             disbursement book; prepare cash disbursement for the month for every approved  

 request; posting of books to the general ledger; prepare month end trial balance; 
 prepare VAT and ITW at source; monitor A/R and aging of accounts; prepare  

 statement of accounts; filling of all accounting documents. Prepare aging of accounts   

 receivable; prepare cash disbursement voucher for every approved request;   

 Receive payment from sales of parts and services as well as down payment for units   

 purchased;  deposit all payment and collections to the bank; prepare abstract from 
 every deposits   made;  handles petty cash expenses and releasing of weekly 
 allowances and sales commission to sales  executives; responsible for making follow- 

 up of proceeds to financing companies. 





















