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Casey 
Accounts & Admin / Sales Coordinator Professional
E-mail: casey.33461@free2mail.com      

	


	

		



	Versatile, Dynamic and Gulf experience professional equipped with 7+ years record of delivering top quality performance within a diversified industry in UAE and Philippines. Demonstrated competencies in various Accounting & Finance including but not limited to AR/AP, Cash Management, Maintenance of Book of Accounts, Balance Sheet, Reconciliation, Cost Control, Invoices, Administration and Client Relations. Displayed efficiency in providing support in managing and coordinating office administrative functions such as preparation of letters, and other correspondence, keeping a record of staff contracts, stationary management, leave management, travel arrangement & hotel booking. Possess enthusiasm, tenacity and initiative in achieving performance goals with admirable qualifications, excellent communication skills; planning, coordination, time management, problem-solving and ability to adapt manage in a high pressured environment. Seeks a challenging work profile where gained skills, experience and industry knowledge will have a valuable impact.


	STRENGTH & SKILLS


	· Accomplished BBA with 4+ years UAE experience
	· Competency in Accounts/Administration & Sales 

	· Accounts Receivables/Payable Management Skills
	· Astute in Reconciliation and Accounts Management

	· Well versed with Tally ERP. 9 Accounting System
	· Excellent Communication and Presentation Skills

	· Ability to work under pressure & meet deadlines
· Strong analytical and problem-solving skills
	· Adhere to IFRS-accounting principles & practices
· Possess Integrity, Creativity, Honesty & Teamwork


	

	

	



BBA – Specialized in in Business Management – Clarendon College, Philippines

        2008 – 2011

Master in Business Administration (1 Year) 




 
        2012 – 2013 

Mindoro State College of Agriculture & Technology

	

	

	



Accountant Asst./Accounts Receivable/ Admin      



    May 2016 – Nov 2018
Arab Specialized Group Ent., Dubai    

Accountant Assistant/Sales Exe – Starlink Steel Drums LLC, Dubai

    
    Jan 2014 – May 2016

Accounting Assistant – Banco Alabang Inc. (Rural Bank), Philippines

    Apr 2011 – Jun 2013
	

	

	



· Gained 7+ years experience within a diversified industry in UAE and Philippines in domains of Account Assistant, General Administration, Sales Coordination and Customer Service.
· Accomplished Bachelor's Degree in Business Administration (Specialized in Business Management). 

· Technically astute with Tally ERP. 9 Accounting System and knowledgeable with MS Office applications (Word, Excel, PowerPoint, Email application & Internet).

· Consistently contributed to present and previous companies in safeguarding finances or frauds detection through preparing accurate accounting reports, ensuring reliability and worthiness.

· Successfully attained proficiency in analyzing issues in the field of accounting and financial operations. 

· Showed integrity and strong work ethics in keeping confidentiality in official records as well as flexibility in working well in cross-functional teams. 

· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to the continued business growth.
	

	

	



	Account Assistant
· Process vendor and supplier invoices in a timely manner, verifying accuracy, approvals, and account coding in accordance with company policy. Prepare and maintain pre-authorize payments monthly or as required. Prepare cheques and associated reports, as required in accordance with company schedules.

· Manage all Accounts Payable sub-ledger journals for posting to General Ledger monthly.

· Reconcile Accounts Payable sub-ledger to General Ledger monthly, enter and reconcile cheques cashed to accounting software monthly and respond to vendor inquiries as required.

· Receivables - Process all client or miscellaneous payments daily or as required to sub-ledger.  Refer overdue accounts to Director of Finance for adjustments, write- off or collections.

· Payables - Pay vendors by monitoring discount opportunities, scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation insuring credit is received for outstanding memos, issuing stop-payments or purchase order amendments.

· General Ledger - Assist the Finance Manager with monthly general ledger reconciliations as required. Prepare monthly bank reconciliations for approval of the Director of Finance. Assist with annual budget preparation as required.
Admin/Office Assistant

· Provide general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management/employees. Act as a point of contact on all administration matters, deal tactfully with all people.

· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, reports and arrange travel itineraries for executives.

· Maintain inventories of supplies, equipment, and materials (e.g. ordering, organizing, monitoring, certifying & calibrating scales, Office keys, etc.) for the purpose of ensuring the availability of items as needed.

· Manage all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications and other documents.
Sales Coordinator
· Effectively manage all the sales related activity of the company. Assist the Sales manager in implementing the sales strategy including strategies for encouraging repeat business and up-selling. 
· Handle a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Prepare monthly sales reports and submitting the same to the senior level management is also a task performed by the sales coordinators. Coordinate with sales team members to achieve the monthly target.

· Effectively handled the inquiries from existing and new clients and provides details about the products offered by them over the phone or via e-mails.

· Knowledgeable about the company's products, the situation in the market, and demand for the products.

· Worked closely with the risk department to decrease risks and improve the company's prospects.

· Maintain database of sales target achieved, but also plan strategies for sale enhancement with the help of top marketing professionals. 
· Attend product promotional events to develop new contacts and get more clients for their company.


	

	

	



Accountant Asst/Accounts Receivable Admin – Arab Specialized Group Ent., Dubai      
· Responsible for providing support to the Accounting Manager/Director related to all accounting procedures in the company.
· Reviewed expense reports and cash advances. Process accounts payable cheque every 15th of the month.

· Prepared monthly account reconciliation analysis and manage electronic funds transfer.

· Posted and maintain accounting documents in the database and ensure invoice payments.

· Processed vouchers, handling Petty Cash and reimbursement. Check the banks related to the cheque clearings.

· Administered postings of invoices, customer and supplier's payments. Follow up customers for due/overdue payments.

· Prepared the whole gamut related to monthly sales report, scheduled for every day’s delivery and monthly supplier cheque payments. Assisted Sales Executives for quotation/product pricing.

Accountant Assistant/Sales Exe – Starlink Steel Drums LLC, Dubai

     
· Checked daily and monthly cash and bank transactions. Handle monthly petty cash account/reports and submitted to the Managing Director

· Posted entries on the systems such as (Monthly Expenses, Customer Delivery Note & Invoices, Purchase Orders and Customer Payments).

· Summarized Monthly Profit and Loss Reports. Arrange documentation of Goods for custom papers to be exported. Processed new or renewal employees’ visas and processing renewal of Company trade licenses
· Responsible for Accounts Receivable, processing supplier cheques for payment. Monitor and check bank statements (cheques clearings).
Sales Responsibilities
· Provided an efficient service to the clients by listening to their queries and provide a presentation to execute the sales.

· Effectively maintain and consistently develop relationships with existing and new customers either by the person, via telephone calls or by emails.

· Carried out cold calling to arrange meetings with potential and prospect customers to develop new business. Efficiently respond to incoming emails and phone inquiries.

· Served as the first point of contact between a company and its existing and potential clients in the market.

· Responsible for negotiating the terms of an agreement and closing sales. Gathered market and customer information.

· Accountable for negotiating the price, costs, delivery, and specifications with buyers and managers.

· Ensured to check the quantities of goods on display and in stock.

· Recorded sales and order information and send copies to the sales office, or enter the amount into the computer system.

· Ability to persuade clients in executing the sales and effectively handled challenging any objections in an efficient manner.
Accounting Assistant – Banco Alabang Inc. (Rural Bank), Philippines

     
· Updated, verify and maintain accounting journals and ledgers and other financial records.

· Analyzed month end reporting procedures and daily Analysis Reports. Utilized accounting data to resolve accounting problems and discrepancies. 

· Tracked and Audit Petty Cash. Assist the employee's expense reports. Performed filing and provide general administrative tasks.
	

	

	


	


· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Knowledgeable in Tally ERP. 9 Accounting System

	

	

	



Nationality

:
Filipino
Date of Birth

:
07th Feb 1991 

Marital Status

:
Married
Visa Status

:
Visit Visa
Languages

:
Tagalog, English
Reference

:
Available Upon Request[image: image1.png]
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