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   CAREN 
Dubai UAE
                       Mobile No: C/o 0505891826
             Email: caren.25761@2freemail.com 
OBJECTIVE:                       

To pursue a professional, satisfying and challenging career in a company that is driven to excellence and promotes professional development based on an employee's dedication, loyalty and work ethics.
WORK EXPERIENCE:
Position: Disbursement Officer / (January 11, 2016 – present) 
    
   Moh’d Al Refai General Trading Co. LLC. – Dubai, UAE 
· Monitors petty cash and sales person expenses
· Prepares the documents for MAKASA (export) and TRANSIT (import) shipments

· Maintains the record of payment and receipt vouchers listings
· Recording of accounts payable and bank transfers using Quickbooks (QB) System
· Checking of withdrawals on Monthly Bank Statement and QB System

Position: Revenue Assurance Analyst / (December 2006 – June 30, 2015)
    
   SPI Global, Paranaque, Philippines - Finance and Accounting Department
· Responsible on the creation of Customer Masterfile data in the SAP system  
· Ensure completeness and accuracy of  revenue data uploaded in SAP system

· Process billing invoices and deliver to clients thru email
· Ensures timely posting/clearing of payment collections
· Monitors/update weekly Account Receivable (AR) aging report
· Send Statement of Account (SOA) or a conduct conference call to clients with past due accounts
· Handles customer inquiries regarding billing and payment adjustments 
· Process Refund claims 
· Monitors the payment of accounts for sales agent with Sales Commission
· Responsible for computing the annual rebate for Wolters Kluwer client
Position: Statistics and Account Specialist (January – November 2006)
               SPI Global - Content and Information Solution (CIS) Business Unit

· Prepares the Sales Order for billing using the SAP system 
· Prepares Sales Revenue and Projection Reports and other reports upon request
· Monitor the actual expenses of assigned onsite Engineers

· Prepare payroll instructions for assigned IT Consultants

Position: Production Support Assistant (July 1, 2002 – December 2005)

   SPi Global - Servisoft Business Unit
· Maintains the billing database


· Prepares the Sales Order for billing using the SAP system

· Prepares monthly reports (Sales Revenue & Projection, Staffing Analysis, Team & Individual Utilization Report)

· Prepares payroll instruction for IT consultants

· Validates OT form thru timesheet

· Prepare the Performance and Sales Incentive

· Follow-up overdue invoices of clients

· Doing other related office work

Office Clerk (September 21, 2001 -
February 28, 2002)



Airport Planning and Standards
Airport Services Department, Philippines Airlines
Centennial Terminal II, Pasay City

· Doing On-Time-Performance (OTP) which is regarding flight delays both international and domestic.

· Typing letters, memos and doing telexes

· Making follow-up calls for verification regarding meeting 

· Doing other related office work


Trainings:


Assertive Communication Skills Workshop


CCMI Introduction Training


Communicate to Develop Relationships


PHONEtiquette: A Learning Session on Customer Service Communication


Microsoft Excel: Basic, Intermediate 1 and Advance

Achievement: 


Receive a Certification from LexisNexis for the outstanding contributions to Lexis 
Conversion Engineering Team in the area of billing/invoicing support.
Educational Attainment:

1997 – 2001                                    Bachelor of Science in Business Administration

  Major in Economics

  Pamantasan ng Lungsod ng Maynila

                                                              Intramuros, Manila
1993 – 1997                                    Casa del Niño Science High School
  Phase 6A-5 Pacita Complex II
                                                              San Pedro, Laguna

Character References:

Available upon request

