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CV No: 115734
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc

CARREER OBJECTIVE:  Obtain a challenging position that will utilize my skills and experiences to help achieve company goals; will also provide me with the opportunity for growth and advancement.

WORK EXPERIENCE:

Accounts Assistant - UAE LLC
Ajman, United Arab Emirates

December 2013 – Present
My role involves working closely with the HR personnel, payroll accountant and sales people (office and consultants) as well as reporting directly to the chief accountant. 

 Responsibilities:
· responsible for collection of receivables, calling/emailing customers for payment updates, cheque collection updates
· Reconciles/prepares SOA for customers outstanding accounts, if any
· Handles and monitors M.H. Alshaya/Debenhams’ account, reconciling payment against actual invoice and noting of variance, if any
· verifying sales consultants report against actual invoice prices and management approved discounts, noting of discrepancies, if any
· prepares credit notes/discrepancy report and make sure they are legit
· assists in the preparation of daily net sales report

· assists in depositing cash payments to the bank

· Re-checking of factory overtime computation 
· Monitoring of leave pay and re-checking of gratuity due to all employees
· Assists in re-checking of payroll data

· ensures the validity and confidentiality of  accounts information

· performs other tasks deemed necessary
Customer Service Specialist - Convergys Philippines Services Inc.




Makati City, Philippines
October 2010 – October 2012 

My job was primarily customer – focused, making sure customers are provided with accurate information as well as satisfactory solutions to their queries. The role helped honed my customer service skills.
Responsibilities:

· responsible for providing quality customer care at all times

· ensured the validity and confidentiality of  customer information

· Imparted appropriate information in relation to customer’s needs.

· attended periodic team meetings/training sessions for skill development

Accounting Assistant - Air Philippines Corporation




Pasay City, Philippines
April 2008 – January 2010

My job was primarily a flown coupon processor then assigned to handle cargo/excess baggage sales reporting. The role helped developed my accuracy and attention to details, making sure that correct tariff rates are being used by ground/station personnel.
Responsibilities:

· Ensured that all passengers listed on the manifest were bonafide APC passengers

· sorted, plotted and validated flown flight coupons per fare basis

· Encoded the validated flight coupon details per sector in the Daily Earned Revenue System

· Coordinated with station managers/supervisors for prompt submission of Excess Baggage/Cargo reports

· Prepared Excess Baggage/Cargo Report per sector 
· Prepared Discrepancy Notice/Debit Memos for irregularities noted

Importations Accounting Staff - German Machineries Corporation




Quezon City, Philippines
February 2006 – March 2008

I worked as part of the team handling the importations of machines from overseas. I was assigned to track, recover and update commission receivables from overseas suppliers. 
Responsibilities:

· Checked customers’ orders and tracks development until settled

· assisted in the preparation of SOA for customers orders

· Coordinated with suppliers for discrepancies noted on their invoices/SOA, if any

· Ensured correct commissions were credited to the company’s account by suppliers from overseas

Accounting Staff - Navarette’s Accounting Office




Catbalogan Samar, Philippines
April 2005 – January 2006
I worked as a support staff, enabling me to be a team player and do repetitive tasks competently.
Responsibilities:

· Helped in filing out clients’ tax returns

· Helped in collecting and depositing clients’ payments for their tax returns

· Assisted in the recording and posting of clients’ daily/monthly sales in their respective books of accounts

· Performed other clerical tasks entrusted by the office personnel

SKILLS and QUALIFICATIONS:

· Can adapt easily, dependable

· Ability to meet deadlines
· Ability to work unsupervised
· Good communication skills

· Willing to undergo training or other learning processes

· Proficient in office applications (MS Word/Excel)
· Knowledge on Peachtree Program (Sage)
· Team player but can also work alone
EDUCATIONAL ATTAINMENT:

Bachelor of Science in Accountancy


St. Mary’s College, Catbalogan Samar


2001-2005

PERSONAL PROFILE:


Age: 30

Date of Birth: July 25, 1984


Place of Birth: Samar, Philippines

Status: Married


Languages: English, Vernacular
CHARACTER REFERENCES:  (available upon request)

I hereby certify that all information given is true and correct to the best of my knowledge and belief.

