
Gulfjobseeker.com CV No: 1474740
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Tourist Visa – Can join immediately if selected

-ACCOUNTANT / ACCOUNTS ASSISTANT / ADMIN ASSISTANT-

PERSONAL SUMMARY

A devoted, skilled, honest and service focused professional with knowledge in Accounts for 8 years.  Ability to operate clerical and accounting system in a way that results in  significant cost and time savings for a company.  A well-disciplined Accountant looking for a new opportunity within a large or small operation.







CAREER PROFILE

· Bookkeeping and clerical skills
· Detail-oriented

· Professional attitude

· Ability to work independently, multi tasking and work under pressure.
· Excellent time management skills
· Ability to handle confidential information

· Quick learner, loyal towards work and duties.
· A proactive individual, hardworking, willing to be trained and eager to learn.
· Ability to follow instruction.
· Can easily work in a team and with minimal supervision; able to communicate well with others


KEY COMPETENCIES

· Credit Control                              

· Payroll

· Financial audits

· Accounts Payable

· Accounts Receivables


COMPUTER SKILLS

· MS Word, Excel, Access, Outlook, PowerPoint ; 

· ERP Accounting System



PROFESSIONAL EXPERIENCE

INFINITE QUALITY DESIGNS CENTER, INC., Philippines
Accountant
September 22, 2008 - September 21, 2015
· Obtain financial data by posting and verification.
· Researches cash receipts, coding and posting of receipts.

· Handles Petty Cash and Prepares Replenishment Report.
· Prepares cash, check collection and daily bank deposit.
· Researches and applies unallocated cash.

· Prepares Collectibles, follow-up collection and allocation of payments.
· Carry out billing, collection and reporting activities according to specific deadlines

· Maintain up-to-date billing system.
· Monitoring customer account details for non payments, delayed payments and other irregularities.
· Maintain accounts receivable customer files, investigate, and resolve customer queries.
· Providing accurate delivery dates and invoicing.

· Encode Daily Sales, Daily Inventory and weekly Report.

· Collect, summarize timekeeping information and obtain supervisory approval of time card discrepancies.
· Reviews wages computed and corrects errors to ensure accuracy of payroll.

· Verifies accuracy of physical inventory when needed.
DUKSONG COMPANY, Philippines

Accounts Assistant
January 8, 2007  – August 29, 2008
· In-charge in the preparation and issuance of delivery receipts, sales invoice and official receipts.
· Collected and classified invoices, receipts and checks.

· Prepare reports on accounts payable and accounts receivable.
· Maintenance of contra voucher, stock items, accounting voucher.
· Prepare and update monthly logistics, schedule to assure incoming and outgoing shipments.  Coordinate product delivery schedules with customers. 

· Responsible to match supporting invoices to procurement documents and verify invoices for payment, sort document, code, log and review of accuracy. 
· Perform daily entry of accounting, weekly perform checking and updating
· Conduct physical inventory every end of the month.


EDUCATIONAL ATTAINMENT

Bachelor of Science in Accountancy

Holy Cross of Davao College, Philippines

June  2002 -  October 2006


PERSONAL INFORMATION
Gender

:
Female

Date of Birth

:
December 16, 1984
Nationality

:
Filipino

Marital Status

:
Single

Languages Spoken
:
Tagalog, English 


CHARACTER REFERENCE

Can be provided upon request.
