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Zaineth 
Email ID: zaineth.177872@2freemail.com 
P.O. Box 118555, Dubai, U.A.E


	Core Competencies

· Payroll and Financial Skills

· Functional/Technical Expertise
· Documentation 

· Problem Solving
· Interpersonal Skills

· Drive for Results
· Organizational Skills

Key Strengths
· Strong expertise in communications, administration processes and presentation skills 
· Proven ability to take initiative in completing assigned tasks with exceptional quality and detail
· In-depth knowledge of the principles and procedures of payroll and general accounting
· Strong organizational and problem solving skills
· Demonstrated leadership and team building capabilities
· Adaptability and willingness to tackle new responsibilities
· Self-assured and self-confident
Computer Skills
Microsoft Office, Microsoft Outlook, PowerPoint, Internet Explorer

Operating Systems: Windows

System    : 

Opera, Sun System (Sun Financials), Vision, Micros Fidelio Materials Control, Oasys Payroll System, Oracle, Host Net HSS Version (2.00.022)
Personal Details

Nationality:

Filipino

Degree:

Bachelor of Science in Accountancy

La Salle University

Graduated 1994-1997

Date of Birth:

02 September 1977
Place of Birth:

Philippines
Gender:

Female
Marital Status:

Single

No. of Dependent:

01 child

Religion:

Christian
Visa Status:

Employment, UAE, Dubai, Residence
Total years of experience:

12 years
License
· Driving License
Certificates

· Completed the two and half months course “Human Resources Management”
· International certificate (Certified Human Resource Management Professional-CHRMP) certified by American Certification Institute
· Certificate (Human Resource Management) certified by Ministry of Education Dubai

Highlights

· Knowledge of financial reporting, payroll processing and reconciliations
· Comfort with initiating and responding to change; demonstrated ability to identify, develop, and implement process/system improvements to a known or supposed weakness
· Ability to handle confidential information and work accordingly
· Ability and desire to learn new skills and improve existing capabilities, particularly technology (Payroll systems, MS Access, advanced Excel, etc.)
· Strong energy and desire to thrive in a fast-paced organization
· Able to work independently and under pressure and institute creative improvements 

Language Skills
Filipino   : Native language 
English   : Very good (Speaking, Writing, Reading)
Trainings/Workshop Attended
· Enhancing Creative Thinking Workshop
· Customer Service
· Hospitality Industry Training Course
· American English Course
· Sun System and Vision Training
· Oasis Payroll System Training

	





OBJECTIVE


Highly motivated and skilled professional set to develop through years of experience. Seeking a challenging and responsible position within a dynamic, high growth organization that welcomes fresh ideas, initiative, dedication and with an opportunity for additional training and advancement.





PROFESSIONAL EXPERIENCE





Ramada Plaza Jumeirah Beach Residence  & Ramada Sharjah


Managed & Operated by Wyndham Hotel Group, P.O. Box 118555, Dubai, U.A.E.


(Transferred from Ramada Sharjah to newly open Ramada sister branch in JBR)





Credit Manager 


April 2016 – Present


Conducts credit investigation to determine the credit worthiness of the clients by talking to other credit managers or investigate with other establishments. Depending on the results of the investigation, recommends the credit limit/terms to be approved. 


Responsible in sending letters to the clients either accepting or rejects the clients’s credit application.


Supervise the day-to-day activities of the Receivable department. Checked and verify invoices against the LPO, ensure required back-ups are attached and commissions are calculated correctly.


Checked the room rates charged to travel agents or companies are in accordance with their contracts.


Review credit cards refunds, investigate why the credit card must be refunded and confirmed it is properly documented before submitting for approval. 


Investigate disputed credit card charges and coordinate with Reservations and Front Office department.


Responsible in sending Statement of Accounts to all clients within a week of the month end to ensure payment in accordance to agreed credit terms.


Maintained good relation with travel agents, clients or government agencies to collect payment on time and resolve with no trouble any issues/disputes arises relating to payments or invoces.


Verify and review FIT contracts, barter agreement, lease agreement, discounts and complimentary request before DOF and GM approves.  


Organizes monthly credit meeting with various department heads to discuss/review all outstanding accounts and issues with clients. 


Regularly review the PM and high balance report to ensure that in-house guests’ balances do not exceed the credit limit as established and take appropriate actions.


Responsible for maintaining the debtor’s ledger, frequently review debtor’s aging and send reminder letter on long overdue outstanding to clients.


Responsible for administration of Hotel’s Credit Policies.


Verify month end accrual such as commissions, credit cards & submit to DOF. Submit all month end reports such as Advance deposit, PDC reconciliation, Debtor’s Aging & TA commission summary to the DOF


  

















Paymaster - Ramada Plaza Jumeirah Beach Residence  & Ramada Sharjah


April 2014 – March 2016


Establishes accurate hard copy and electronic up to date payroll information files for all current and newly hired associates to provide the accuracy of payroll process


Coordinates with HR department on accurate records regarding vacation, sick leave and other payroll related benefits, verifies that accruals for same are sufficient to meet liability


Establishes & maintains security procedures designed to ensure the confidentiality of all payroll related information


Coordinates with Account Receivable / Credit for associate city ledger


Maintain the hotel’s payroll system to ensure timely payment of wages according to the Company standards


Import associate’s time-in and time-out from the punching machine and attendance system. Follow-up with respective Head of Department if any associate has not completed the punching cycle


Verify overtime requisitions with the attendance sheet, checked in e-docs if overtime request is approved and processed in payroll system


Calculate final settlement of associate leaving the employment, forward the final separation form for approval for the Asst. DOF and DOF


Checked in e-docs for approved vacation. Prepares approved vacation in payroll system and forward vacation slip for approval for the Asst. DOF and DOF


Once the final settlement and vacation slip is approved, forward to account payable supervisor for cheque preparation


Ensure that all approved final settlement and vacations are posted in the payroll system before processing the payroll


Any associates transferred from/to another property, inter property transfer must be done in the payroll system in the beginning of the month and not in the middle


Prepares payroll reconciliation that is accruals and salary and also reconciliation of vacation, end of service benefits, service charge and gratuity








Personal Assistant to Cluster Director of Finance 


June 2012 – March 2014


To be the focal point of contact and liaison between the Director and internal and external contacts. Competently dealing with situations in Director’s absence.


Assist DOF in designing presentations and preparation of various reports.


Filter general information, queries, phone calls and invitations to the Director of Finance by redirecting or taking forward such contract as appropriate. Highlight urgent correspondence.


Keep and maintain an accurate record of papers and correspondence. File and retrieve corporate documents, records, and reports.


Responsible for developing and maintain effective office systems.


Preparation of papers/documents for board meetings. To ensure all relevant paperwork is available for meetings/conferences ahead of time.


Anticipates assistance needed by identifying problems, needs, options, and solutions before being asked.


Maintain strong inter-departmental relationships, promoting a team working culture.


Manage sensitive, highly confidential, and proprietary information with discretion and the utmost level of confidentiality.


Demonstrate clear and polite communication skills at all times. 





Ramada Sharjah


Managed & Operated by Wyndham Hotel Group, P.O. Box 60553, Sharjah, U.A.E.


Admin. Asst./Accounts Receivable Accountant


January 2011 – May 2012


Create and implement comprehensive billing, credit and collection policies and related procedures for departmental, interdepartmental and inter-company use


Responsible for timely and accurate invoicing, collection of dues and resolving complex collection issues


Manage all accounting and reconciliation related aspects of receivables, tracking of the billing system and cheque or cash collection


Review statement of accounts with Director of Finance on a monthly basis and explain plan of action for resolving all variances


Monitor and review monthly reconciliation of account receivable, discount offered and customer refund


Monthly, quarterly and annual reporting which includes corporate/travel agent AR board schedule preparation, revenue recognition schedules, prepare forecast reports, bad debt analysis and aging reports


Conducts and handle credit meeting with the General Manager, DOF, DOS, Hotel Manager and Revenue Manager


Identify and resolving contract payment disputes and discuss with Director of Finance, Sales, Reservation, client/travel agents/corporate/government concerning contract payments and compliance


Point person for internal and external audits as regards billing, cash, revenue, and collections


Liaise with sales, revenue, reservation and front office. Liaise with IT department regarding Opera, Vision, Sun system issues.


Perform weekly reporting of cash receipts for cash flow forecasting to the Director of Finance for budget preparation








Hotel Holiday International


Owned by Sharjah National Hotel, P.O. Box 5802,  Sharjah, U.A.E.


Accounts Receivable Accountant


April 2007 to June 2008


Monitoring customer account details for non payments, delayed payments and other irregularities. Maintain accounts receivable customer files.


Collect local purchase order, check if cashier give the correct allowances as per agreed contract from each client & all necessary documents are properly attached.


Checked the City Ledger from Income Auditor if all the transactions have been posted then prepare the invoice either thru the system or manually giving all the details needed. 


Reconciliation of accounts, process adjustments. Keeping files/reports, posting the collections using the Oracle system


Ensured invoice accuracy preparation and submitted to the appropriate agency by the fifteenth of each month


Hold monthly meetings with Financial Controller, Sales, Reservation and General Manager discussing contract issues and payment disputes


Prepares monthly summary of invoices & monthly statement of account for all clients


Maintain copies of contract from travel/government agencies and clients in soft/hard copy & closely monitor the expiries of the contract


Ensures that LPO’s, bookings or reservation is as per the agreed contracts & all necessary documents are properly attached for billing purposes


Communicate with customers via phone, email or personally visits them to resolve issues concerning to the agreed contracts











Hotel Holiday International


Owned by Sharjah National Hotel, P.O. Box 5802,  Sharjah, U.A.E.


Personnel Secretary


July 2008 to December 2010


Under general supervision provides administrative support and coordinates various functions of the Human Resources department while performing a variety of duties which may include scheduling interviews, sorting/review resumes, personnel records, drafts job description and hotel policies and procedures.


Prepares correspondence, employment offers, employee notification of changes accurately. 


Prepares work reports for monthly profit & loss meeting, files and maintain all related records.


Maintain personnel records both electronically and in hard copy. 


Responsible for making/designing company and membership ID.


Act as the Manager's first point of contact with people from inside and outside the organization. Screen telephone calls, inquiries and requests, and handle them when appropriate.


Document information on new employee and assist them with enquiries about employment matters. 


Perform variety of task simultaneously despite interruptions.








ANDRESONS GLOBAL, INC.


Libis, Eastwood, Quezon City, Philippines


Accounting Assistant 


February 2004 – April 2007





SENTROTEK


Pilar Street, Mandaluyong City, Philippines


Accounting Assistant, July 2003 – February 2004





TRIPLE V FOOD SERVICES, INC.  (Kamayan, Saisaki, Dads)


Shaw Boulevard, Mandaluyong City, Philippines         


Accounting Assistant, January 1998 – August 2000








Summary of Qualifications


Capable and well conversed with working to strict deadlines and budget restraints


Good numerical and analytical experience


Efficiency in high customer satisfaction to achieve excellence.


Proficient and confident in working with all levels of people and possess strong relationship building skills.


Comprehensive knowledge of Microsoft Word, Excel, PowerPoint, Outlook.


Having the necessary drive and enthusiasm required for a tough competitive industry.


Dealing professionally with all correspondence, complaints and queries.








