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HR Department
Dubai, United Arab Emirates
Dear Sir/Madam,
I am interested in applying for an open Finance position. I find it challenging and a great place to bring my skill set. I am looking forward to your career development programs for your employees. You may find my resume enclosed for your review. Given my experience and capabilities I would appreciate your consideration for the aforementioned position.
I was working for a company, which is one of the leading I.T. companies in Saudi Arabia. We supply computer and network needs to our customers and other services required by them. We also have the majority of customers in the hospitality field handling accounts from local hotels and restaurants to the major hotel chains kingdomwide (Micros Fidelio/Oracle). I am currently residing in Dubai and is actively seeking for an opportunity.
My main responsibility is handling the Accounts Payable.
· Making sure credits are paid/closed on time, also includes advance payments to suppliers 
· Reconcile Statement of Accounts from our suppliers 
· Reporting to managers on the status of outstanding payables 
· Maintain, organize and post Purchase Order files and other documentation related to my responsibilities. I also have experience handling Logistics department. 
Other duties assigned to me includes but not limited to, handling General accounting duties and Some Accounts Receivable eg. Invoicing and in charge of one of our branches for collection (Makkah/Jeddah). I have also handled the Logistics/Inventory department. I also have experience working for a Financial Services company (Accenture Inc.) as a Finance Analyst.
Thank you for taking time to review my credentials and experiences. I welcome the opportunity to grow with you.
Respectfully yours,
C A R E E R
O B J E C T I V E
To obtain a position which would enable me to use my knowledge in Accounting, Financial Analysis and related disciplines, for continuous growth and learning and be connected with an organization where my skills can be of use for the benefit of the company and to contribute to the development of the organization.
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W O R K
E X P E R I E N C E
SAUDICO ELECTRONIC SYSTEMS
August 8, 2011 – August 6, 2015
P.O. Box 107 Riyadh, Saudi Arabia 11411
www.saudico.net
ACCOUNTANT
· Responsible for all Accounts Payable duties. 
· Timely payment of both advance and credit orders. 
· Supplier’s Statement of Accounts reconciliation. 
· Established good rapport and professional relationships with suppliers. 
· Introduced an organized document control system of all Accounts Payable related files which includes Purchase Order responsibility 
· Posting of transactions using Microsoft Dynamics (AXAPTA). 
· Keeping records and maintaining payment details for easy and effective disclosure upon request of information when needed by any department. 
· Proper closure of advance payments. Cleaned up Accounts Payable by closing some accounts dating from 2008 and maintaining that up to the present. 
· Financial analysis of the relationship of cost and income which is submitted weekly. 
· Cheque custodian and in charge of releasing the same. 
· Some Accounts Receivable responsibilities such as invoicing and handling collection duties in other company branches in the Kingdom ( Jeddah and Makkah ). 
· Other responsibilities includes proper and timely submission of deductions from salaries before monthly remuneration with special attention given to vacationing 
employees. 
· Handled Logistics department. 
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ACCENTURE INC.
January 4, 2010 – April 29, 2011
Gateway Business Centre
Cubao Quezon City, Philippines
Financial Analyst
· Provided Financial services using Oracle Accounting Software 
· Part of the EMEA team which processes requests from our client, handled different responsibilities eg. Austria, Spain, Portugal, the UK, Middle East and South Africa 
were among the countries given to me. 
· Business process which consists mainly of invoicing, project creation, adding resources to projects which determines their time allotted to the project and affects 
their payroll. 
· Maintained confidentiality in all aspects with regards to our client details as per 
Accenture’s policy 
· Monthly, End of Quarter and Year end closing. Performs Ad Hoc responsibilities. 

S K I L L S   A N D   I N T E R E S T
· Knowledgeable in Accounting, Auditing, Management Services, Business Law and Taxation. Specializes in Accounts Payable. 
· Capable of working under pressure and minimal supervision, highly motivated individual 
· Pro Active and can work independently or with others 
· Well-versed in Microsoft Office Applications. Highly Analytical 
· Has good interpersonal skills, founded, captained and coached our college football team. 
· High attention to details, thoroughness in his work and enjoys problem solving. 
· Knowledgeable with Oracle Accounting Systems and Microsoft Dynamics (AXAPTA) 

E D U C A T I O N A L   B A C K G R O U N D
UNIVERSITY OF SANTO TOMAS
June 2003 – 2008
Bachelor of Science in Accountancy
Alfredo M. Velayo College of Accountancy
España, Manila
	
	P E R S O N A LD A T A

	
	

	Date of Birth:
	April 15, 1986

	Nationality:
	Filipino

	Marital Status:
	Single



*Character references available upon request.
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