
CV No: 930294
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
  QUALIFICATIONS SUMMARY 
A highly dependable, goal oriented Accountant with 20years of diversified experience in Accounting.   A team player with vast exposure in bookkeeping, tellering, handling of funds, payroll , generation of tax reports and sales.  Has a hands-on experience in maintaining some databases and in working in a computerized environment.    

WORK EXPERIENCE
Name of Employer :
General Merchandise
Type of Business
:
General Merchandising

Position :

Assistant Store Manager

From
:

December 2008 – October 15, 2012

Job Descriptions:

Responsible for managing the store, which includes running the day to day operations of the store, and advising the store manager of the result of operations on a daily basis. 
· Helps ensure the store is clean, well-organized, and properly merchandised.

· Provides prompt, courteous customer services and agreeable resolution on customer issues.
· Supervises employees and provides guidance in performing their duties.
· Negotiates with suppliers for the price, terms of payment and delivery dates.

· Performs inventory on a regular basis.

· Records sales, liabilities, cash flow, inventory.
· Provides Store Manager with advice and suggestions on how to improve the store operations and all other issues.

· Assumes Store Manager responsibilities in her absence.

Name of Employer :
Travco LLC

Type of Business
:
Travel Company
Address :

Dubai, UAE

Position :

Accounts Executive – Aviation Department

From
:

June 3, 2006 to November 8, 2008


Job Descriptions:
My basic function is to monitor,  analyze and generate accurate and prompt reports necessary to facilitate processing of transaction with different airlines suppliers and responsible for the maintenance and recording of various transactions using BOSS Travel accounting system.

· Follow up on signing of agreements on contract.

· Open, date, and sort through department mail.

· Scan documents for .pdf storage.

· Maintain divisional cabinet files.

· Mail correspondence and packages for the department.

· Deliver and pickup confidential material to and from HR and Finance hand out pay stubs and checks from Finance.

· Handle incoming mail and mailboxes.

· Send and collect faxes, photocopy.


Prepares and make invoices for the clients.


Prepares and issue monthly statements of accounts to the clients.


Ensure accurate recording for the payments received.


In-charge for dealing of collections for all corporate accounts.


Submit monthly reports to Accounting Department.


Checking and reconciles Daily sales report and/of ticket stocks.


Process and issue refunds credit note to the clients and for BSP reports. 


Provides accurate and timely report to BSP (weekly reporting for void/refund/MPDs ticket).


Monitor, review and prepare payments to various suppliers like IATA- BSP, DNATA,           


BELHASA, ANTA, AIR ARABIA, GTA, DESTINATION OF THE WORLD and others.           


Responsible for the custody of all unused and status of stocks and administers  request for      


the ticket stocks to IATA.


Ensure regular back up for the document files. 


Handle and responsible for monthly report on Holidays Packages and monthly payments for the                      


Agents/suppliers.

Name of Employer:
College Assurance Plan Phils. , Inc. (CAP)

Type of Business
:
Specialized in Educational Plan, Pension Plan

Address :

Makati City, Philippines

Position :

Senior Bookkeeper

From
:

August 1991 to April 30, 2005


 Job Descriptions:

· To monitor, analyze and generate accurate and prompt reports and schedules necessary to facilitate processing of transactions with different government agencies.

· Records, validates and generates reports pertaining to commission and bonus of staff.  Handles schedules of fixed assets and various reimbursements.

· Responsible for the maintenance and updating of database and master files of Sales Associates and handles computation of bond reserves and recording of various transactions.  

· Manages and monitors CAP revolving fund and efficiently performs treasury and cashier functions.

CERTIFICATE COURSES ( Short Term Program )
BWEST College ( TESDA Accredited ), Lucena  City, Philippines

Housekeeping National Certificate II

June – September 2012

EDUCATION

Manuel S. Enverga University Foundation, Lucena City, Philippines

Bachelor of Science in Business Administration (BSBA) Major in Accounting, 1990
PERSONAL INFORMATION
Born in the Philippines 

