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CV No: 

Email: cvdba15@gmail.com 

        Mobile: +971505905010 / +971504753686
Personal Information

Age              :         24

Date of Birth :March 21, 1987

Nationality    :        Filipino

Height          :        5’8.5”

Civil Status:        Single

Visa Status   :       Tourist Visa valid till 01 April, 2012
Work Experiences
August 2010 – December 2011        Delivery Center
                                                              Manila, Philippines

Travel and Expense Customer Service Officer

Responsible for supervising the delivery of all off-shore accounts payables activities for the client, particularly on T&E Processing.

· Handle employee queries relating to card administration.

· Assist T&E Processors with questions and problems related to day-to-day transaction processing.

· Complies with all client published policies and procedures and any legal and regulatory requirements that the company is obliged to adhere to. 

· Responsible for card related activities assigned by the T&E Processing Lead – application, replacement, cancellation and limit increases. 

· Understand and perform T&E assistant Lead role occasionally, in absence or unavailability of Assistant Team lead. 

· Provides required business unit reporting, when needed 

· Escalates production issues to his/her assistant team leader as appropriate.   

· Ensures all work is performed in accordance with targets. 

· Accurate, efficient and organized within daily responsibilities. 

· Adaptable to learn new processes, concepts, and skills. 

· Demonstrates the ability to work as part of a team.
Travel and Expense Reporting Analyst

· Prepare monthly T&E reporting requirements for different markets based on global process 

· Ensures all work is performed in accordance with set Service level agreement 

· Escalates production/system issues to his/her team leader as appropriate 

· Complies with all client published policies and procedures and any legal and regulatory requirements that the company is obliged to adhere to

August 2008 – July 2011        Accenture Delivery Center 

                                                   Manila, Philippines

Accounts Receivable Processor

· Posts all customer payments, allocations and official receipts. 

· Process debit/credit notes. 

· Raise debit/credit memos to affiliates / Prepares and post adjusting entries.

· Process collection checks, EFT/wire transfers  

· Process bank adjustments 

· Generates required monthly reports from SAP. 

· Calculates Daily Sales Orders (DSO) / Runs Daily Sales Report. 

· Answer queries from clients. 

· Clears/knocks-off credit notes and adjustments to AR balances. 

· Accurately post checks from medium to complex transactions by researching and resolving problems within designated guidelines by speaking directly with customers on the phone, or composing and sending emails.

· Performs Monthly, Quarterly, and Year End tasks within the required timeline.

· Acts as a Process owner. 

· Ensures that all AR documents are processed within the agreed Service Level. 

· Ensures that all procedures are performed in concrete compliance with the client’s Sarbanes Oxley (SOX) requirements. 

· Ensures timely resolution of all issues escalated by the Client / Customers. 

· Attend to client / Customer reconciliation sessions. 

· Initiates and suggests solutions to client with regards to customer issues. 

June 2007- July 2008           
Accounts Payable Processor

Responsible for performing procure to pay tasks (of medium to high complexity) relating to invoice processing, payments and travel and expense claims based on the agreed scope and timelines with the client

· Processes transactions of medium to difficult complexity 

· Processes pre-coded invoices, including those with and without a purchase order.  

· Respond to vendor inquiries. 

· Ensures that all invoices assigned are properly accounted for at the end of each business day. 

· Receives scanned invoices from Scanning Center. 

· Responsible for indexing of invoices before these are processed by the Payments Processor.   

· Has working knowledge of both scanning and Accounts Payable application. 

· Accurate, efficient and organized within daily responsibilities. 

· Demonstrates the ability to work as part of a team. 

· Escalates production issues to his/her team leader as appropriate.   

· Complies with all client published policies and procedures and any legal and regulatory requirements that the company is obliged to adhere to.

· Responsibility for activities assigned by the Invoice Processing Lead 

April 2006-June 2006                ABS-CBN Channel 2

                                                     Star Records Company,

                                                     Quezon City, Philippines

Events Department

· Bookings and Reservations of the Star Records artists

· Handling Mall Shows of the Star Records Artist

· Handling Telephone Calls in the office 

· Personal Assistant

Educational Background

Tertiary

Polytechnic University of the Philippines

· Bachelor in Advertising and Public Relations    

     2003-2007

· Member, PUP Men’s Volleyball Varsity Team

Special Skills

· Computer Literate, Proficient in Oral and Written Communication, Bookkeeping, Basic Stenography, Typing Skills. 

· Has knowledge in SAP, Microsoft Excel, PRT, Concur, Cognos Reports.

· Adaptable to learn new processes, concepts, and skills. 

