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Career Objective:
Seeking a senior position in Finance/Accounting, where more than 14 years of my experience will provide leadership and day-to-day management of the finance and administration functions, ensuring that these functions meet full legal requirements in each of the offices of the organization and strive for bottom-line results. Will be comfortable operating at an executive level and demonstrating ability to collaborate and build strong working relationships with other departments and with people at various levels of the organization.
Profile:
· 5years’ experience in Hotel Accounts & Operations in Middle East.

· Professional Experience from Four Star Hotels and Deluxe Apartments.
· Holding a diploma of Bachelor of Science and Business Administration. Major in Accountancy
· Possess knowledge in IDS, Telos 2.0, Micro& MS Office Applications.

· Have excellent communication skills in English
· Can work under pressure & meet deadlines.

· Well organized, systems oriented & have a strong attention to details

· Efficient, smart, reliable and hardworking

· Can handle multiple tasks effectively and very much flexible with time. 

· Possesses excellent organizational skills and can work well independently. 

· Adherence to deadlines without sacrificing quality of output.
· Prioritization of work and perfect time management
Personal Profile
Date of Birth


: 17.04.1980
Marital Status


: Married

Language Proficiency  
: English
Nationality


: Philippines
Professional Experience

Accountant (January 12, 2013-Till Date)

Lotus Downtown Metro Hotel Apartments LLC.(NMC GROUP)
Working a busy and high volume environment driving consistency and best practice across all the businesses. Responsible for improving the companies’ cash flow and reducing its arrears by keeping accurate records andensuring payments are received on time.

· Maintain the books of accounts till finalization by every month end.

· Provide accurate financial information to Colleagues and Senior Managers
· Posting journal voucher and doing cashiering.

· Prepare profit and loss report and submitted to fiancé manager for reporting. 
· Identifying areas for cost cutting and improvement
· Reconciliation of Bank and Intercompany Accounts

· Reconciliation of Ledger accounts and Balance Sheet items on monthly basis.

· Departmental Training for the Staff as and when required
· Assists HR Dept to update the staff files and follows on the renewal of visa, passport, Emirates ID and Health Cards on its expiry date.

· Maintain a contract file for statutory requirements

· Coordinate with PRO and government authorities for the renewal of statutory documents such as Trade License by DTCM, Municipality approvals etc…. 

Executive Accountant (January 08 2012 tillDecemeber 13, 2012)

Master Hands Technical Services LLC
· Part of the Pre Opening team of Masters Hand Technical Services LLC.
· Budgeting and to set up the pre opening & post opening system. 

· Organizing the Accounts Department & Staff

· Handling and overseeing Accounts Payable 

· Working on bank reconciliation and supplier reconciliation accounts

· Maintenance of daily bank transaction reports and overseeing a balance in outgoing and incoming funds 

· Managing of accounts receivable and the credit control department 

· Generation of monthly sales and collection reports 

Accounts Receivable ( October 23, 2008 till November 4, 2011)
Lotus Boutique Hotel
· Handle electronic data interface operations. 

· Ensure that invoicing is on time and accurate. 

· Manage detail aging and commission. 

· Review the company’s invoicing and collection procedures 

· Responsible for daily management of tasks such as billing, reconciliation, general ledgers and collection. 

· Supervise a team of A/R Clerks and collection officers. Assists the Financial Controller in Budgeting and to set up the pre opening & post opening system. 

· Organizing the Accounts Department & Staff
Accounts Loan Officer ( July 2001 till October 2008 )
Enterprise Bank of Incorporates Philippines
· Visit  area a do for spot mapping 
· Study the area from where people getting source of income or main source of production.
· Conduct CI / BI in order to get information. 
· Choosing client who can only eligible and meet the standard.

· Collect the loan as per the agreement and kept the portfolio healthy with less delinquency.

· Maintaining the portfolio at risk in low level.  
· Responsible for efficient and timely payment to payers and customers. 

· Resolve routine questions and problems and refers more complex issues to higher levels. 

· Generate and maintain overall records and reports for area.  

Achievements:
· To be selected as employee of the month in Lotus Boutique Hotel September 2010.
· To be selected as employee of the month in LDMHA March 2014.
Skills:
· Telos 2.0
· IDS

· Micro
· MS Applications
Languages:

· English
