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EMPLOYMENT HISTORY AND JOB RESPONSIBILITIES                                                  CV NO: 1522752
Sumifru (Philippines) Corporation (April 2004 to September 2011) 
Position –Accounts Receivable Supervisor & General Accountant
Sumifru (Philippines) Corporation engages in the sourcing, production, shipment and marketing of various fresh fruits, primarily the export of quality Cavendish banana
ACCOUNTS RECEIVABLE SUPERVISOR
· Maintain up-to-date billing system
· Generate and send out invoices
· Follow up on, collect and allocate payments
· Carry out billing, collection and reporting activities according to specific deadlines
· Perform account reconciliations
· Monitor customer account details for non-payments, delayed payments and other irregularities
·  Research and resolve payment discrepancies
·  Generate age analysis
·  Review AR aging to ensure compliance
· Maintain accounts receivable customer files and records
· Follow established procedures for processing receipts, cash etc
· Prepare bank deposits
· Investigate and resolve customer queries
· Process adjustments
· Develop a recovery system and initiate collection efforts
· Communicate with customers via phone, email, mail or personally
· Assist with month-end closing
· Strong SAP experience and anayltical knowledge in Finance specifically AR, Treasury and Inventoy module.
GENERAL ACCOUNTANT
· Prepare journal entries
· Complete general ledger operations
· Monthly closings and preparation of monthly financial statements
· Reconcile and maintain balance sheet accounts
· Draw up monthly financial reports
· Prepare analysis of accounts as requested
· Assist with year-end closings
· Assist in preparing budgets and forecasts
· Assist with payroll administration
· Monitor and resolve bank issues including fee anomalies and check differences
· Account/bank reconciliations
· Review and process expense reports
· Assist with preparation and coordination of the audit process
· Assist with implementing and maintaining internal financial controls and  procedures
Farlin Timbers FZE, JAFZA, Dubai-UAE (October 2011 to Present) 
Position – Assistant Accountant (Accounts Receivable)
Farlin Dubai, a subsidiary of the globally renowned Farlin Group of Companies based in Singapore, is one of the fastest growing company in timber business and it has diversified into lucrative coal business.
· Obtains necessary information, including established terms, amounts, beneficiaries, authorized accounts for payment, etc., to process and complete Letters of Credit and related financial transactions.
· Verifies all documentation (including the notification) of Letters of Credit for accuracy and completeness; monitors the collection of payment from applicants or confirmed banks which issue Letters of Credit.
· Ensures all credit data is evaluated and that it adheres to bank policies and procedures in order to approve or deny applications.
· Provides support to lending officers and trade specialists. 
· Prepares work to be accomplished by gathering and sorting documents and related information.
· Obtains revenue by verifying transaction information; computing charges and refunds; preparing and mailing invoices; identifying delinquent accounts and insufficient payments.
· Collects revenue by reminding delinquent accounts; notifying customers of insufficient payments.
· Prepares financial reports by collecting, analyzing, and summarizing account information and trends.
· Managing account receivables, aging analysis as per the company policies and credit terms.
· Verifies accounts by reconciling statements and transactions.
· Maintains financial security by following internal accounting controls.
· Maintains financial historical records by filing accounting documents.
· Contributes to team effort by accomplishing related results as needed.
· Maintaining books of accounts in the system and supervising general ledger accounts, bank reconciliation and other accounting procedures. 
· Possess extensive knowledge of working ERP software like Tally, Fact and US ERP system (India based) and familiar with technologies like ERP system and reporting tools.
· Ability to develop, identify and implement ERP system process improvements.
KEY SKILLS AND COMPETENCIES
· Higher Standards of Ethics and Professionalism. 
· Excellent Problem Solving and Analytical Skills. 
· Ability to Manage Multiple Tasks Simultaneously. 
· Good Leadership, Negotiation and Communication Skills. 
· Work well as an Individual and as Part of a Team. 
· Highly Trustworthy, Discreet and Ethical.
COMPUTER LITERACY
· Have experience in accounting systems – SAP, Tally and US System
· User of Microsoft office package (MS Excel, MS Word and MS power point)
PROFESSIONAL & ACADEMIC CREDENTIALS 
· Bachelor’s Degree or equivalent
· 2nd Dean’s Lister – 1st year to 3rd year in college
· Passer – Government Civil Service Examination
INTERESTS & EXTRA CURRICULAR ACTIVITIES 
· Watching series, movies & documentaries 
· Reading books
· Hiking 
· Internet surfing
PERSONAL
Date of Birth

: 14th November 1982
Gender


: Female
Marital Status

: Married
Nationality

: Filipino
Visa Status

: Employment Visa (can join immediately)
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