CV No: 1276722
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
OBJECTIVE

        To obtain a position in a dynamic company wherein my qualifications and skills are best suited.

WORK EXPERIENCE

 Freeport Zone, Philippines, 2209
 (June 2012-Feb. 28, 2014)
Accounting/Audit Assistant 

· Prepare of monthly financial statements.

· Preparation of month – end closing entries.

· Posting of activity to the general ledger, including monthly accruals.

· Analyst and correct account discrepancies.

· Account analysis and reconciliation to include bank statements, intercompany general ledger accounts and balance sheet accounts.

· Preparation of monthly reconciliation’s between source records and control accounts.

· Monitoring and maintenance of recording and reporting fixed assets and related depreciation.

· Evaluation and maintenance of internal controls relating to hotel properties this is to include validation of supporting document, accuracy of information received, completeness of transactions, maintenance of accounting records and physical security assets.

Mactan High Way Old Cabalan Olongapo City 2200 Phil.
(Feb. 2002 - June 30, 2011)
Accounts Receivable Analyst 
· Checks and validates submitted official receipt, cash and credit invoice, withdrawal and return slips from cashier, daily transaction summary.

· Checks and analyzes the entries of the salesman’s daily transaction summary attached supporting documents and supplemental reports, ensure that the invoices are properly and completely filled up. Makes the salesman complete any unfilled blank portion of the invoices or documents.

· Encodes accurately the salesman daily transactions per outlet including cash sale, collections, return of containers, refunds promo sales, discounts, rebates and based on source documents. Prepared summary of daily transactions and variance reports.

· Prints and analyzes salesman computerized DTS and compare these with manually prepared salesman DTS analyze data to assist salesman’s transactions.

· Prints and analyzes the collection schedule for the next routing day and checks/updates its outstanding invoices against the report.

· Analyzes the number of days an outlet’s accounts has been outstanding discusses with supervisors and salesman the accounts, which are long outstanding so that the concerned are aware and can make necessary actions.

· Prepare and analyzes monthly collection schedule reports, monthly aging of accounts receivable reports non moving container on loan, report daily and monthly sales performance reports, cash sales reports and analyzes shall assist the supervisor and manager’s and making strategies and plan to improve performance of sales accounts receivables and etc.

· Prepared back up of all data bases in Sarms or on system.

· Ensure that all outstanding invoices are intact and systematically and safely filled.

· Perform other task that are similar or related that night be assigned time to time.
Brewery Incorporated

(Ale Mart Corporation)

Mactan High Way Old Cabalan Olongapo City 2200 Phil.
(August 2000 – February 2002)
Stocks Analyst 

· Record deliveries coming from the plant, stocks transferred from other sales offices and stocks shipped out to the other sales offices using the daily stocks shipment reports/DSSR form. Warehouseman/checker checks the actual number of the deliveries.
· Records miscellaneous stocks movement (MSM) in the DSSR.
· Checks and reconcile summary of stocks shipped out from the plant and actual number received.
· Conducts Physical counts of stocks in a warehouse at least once a week and compares result from DSSR to ensured accurate and reconciled books with actual physical counts.
· Reconcile daily physical counts inventory reports submitted by warehouse in charge with the stocks book in the stocks program.
· Prepare weekly and monthly sales inventory reports.
· Records accurately and timely empties returned to the plant, matched the CRS against empties shipped out on a per CTS basis.
· Records accurately and timely stocks breakages within the warehouse and from the route.
· Coordinates with Head Office logistic department on weekly reports on stocks.
· Reports immediately upon discovery discrepancies between actual physical counts and book balance to Branch Accountant and Market Territory manager.
· Handle HR related matters in provincial sales offices, i.e. timesheets, submission of supporting documents for benefits and compensation of an employee, checking on attachment and record keeping.
· Maintaining employee files and HR filing system; assisting with the day to day efficient operation of HR office.
Crown Peak Garden & Leisure Hotel

Upper Cubi, SBFZ
(March 1997 – August 1997)




Telephone Operator/Front Desk Clerk 

· Assisting Calls in an appropriate and in a courteous manner.
· Transmit and receive messages, using telephones or telephone switchboards.
· Greet register and assign rooms to guests of hotels.
· Verify customer’s credit and established how the customer will pay for the accommodation.
· Make and confirm reservations. Keep records of room availability and guests accounts, manually or using computers.
· Issue room keys and escort instructions to houseman.
· Perform bookkeeping activities, such as balancing accounts and conducting nightly audits.
· Answer inquiries pertaining to hotel services, guest registration, and travel directions, or make recommendations regarding shopping, dining, or entertainment.
CAREER PROFILE
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems.

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent written and verbal communication skills.

· Highly trustworthy, discreet and ethical.

· Resourceful in the completion of projects, effective at multi-tasking.
SUMMARY OF SKILLS
Proficient in Microsoft Word, MS Excel and Power point internet & Email, Equipped in used of telex, PABX & others.
EDUCATION
Bachelor of Science in Commerce major in Management – Columban College - 1997
SEMINARS ATTENDED
Jan. 22-24, 2007      - A.C.E. – Workshop on Settlement and Analysis, ABI Plant
April 12-23, 1993
  - Personality Development Effective Speaking Course
PERSONAL INFORMATION
Date of Birth
: May 16, 1976

Civil Status
: Married

Height

: 5’3 inch.

