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Gestienee 

Gestienee.361809@2freemail.com  


   

Career Objective

To be a member of a well-established company that will provide opportunities for career advancement, compensation package that will commensurate to my qualifications and work experiences with a high potential to perform challenging roles in accounting and administrative aspects.

Position Desired
· ACCOUNTANT /ACCOUNTS PAYABLE / ACCOUNTS RECEIVABLE 

Qualification Highlights
• Experienced and competent in handling different kind of accounts from recording of transaction, journal entries, posting, accounts schedules, reports and up to the finalization of financial statements (monthly, quarterly, annually).
• Skilled in handling Accounts Payable and Accounts Receivable (local & international suppliers/clients) from its point of preparation, payment, posting and report schedules.
• Can learn and adapt easily into a new work environment and have a positive attitude towards work in a pressured environment.
• Keen to every detail, organized and systematic towards assigned responsibilities.
• Skilled in all aspects of office administration, organization of filing systems, use of electronic office equipment, handling multi-line phone systems, reception, data entry, coordinating with staff, scheduling appointments, flight and hotel bookings, meetings.
• Well-developed communication skills demonstrated through professional verbal and writing abilities, client relations, marketing expertise, customer service skills, and the ability to produce in-depth reports and correspondence. 
• Well experienced in handling customer inquiries and complaints.
• Experienced in handling company purchases/terms and facility procedures.
• Consistently noted by managers, customers, and staff for superior job performance and timely completion of all assignments.
• Knowledgeable in computer operations and applications including Oracle, Horizon, Focus, Windows, Microsoft Word, Excel, Power Point, Internet, E-mail, and well typing and keyboarding skills.

Education
                                          Degree in Bachelor of Science in  Accountancy

Mindanao State University – Iligan Institute Of Technology

Iligan City, Philippines
Functional Skills

• Accounts Payable & Accounts Receivables
• Month-end Entries & Reconciliations
• Financial Accounting, Analysis & Reporting
• GL Accounts & Bank Reconciliations

• Payroll 




• Proficiency in clients and vendors relation
• Petty Cash Management


• Budget Creation, Forecasting & Cost Analysis


• Audit Procedures



• MS Office (Word, Excel, Powerpoint
• Accounting Softwares (Oracle, Sage, Tally, ERP & others)

Work Experience
Accountant/ AP Administrator

Edelman FZ LLC

P.O Box 77793

Abu Dhabi, U.A.E.
September 2014 - Present

• Handling daily A/P processes manage vendor/supplier relations and oversee the timely, accurate processing of invoices, purchase orders, expense reports, credit memos ensuring correct general ledger coding is used in all invoices and expenses.
•Generate reports for due invoices for management approvals ensuring that the payments will be completed in a timely manner and in accordance with payment terms. Research and resolve all payment problems.
• Responsible for all payments, such as preparing & printing of cheques, fund transfers, monitoring daily cash flows, invoicing, issue receipts, response to vendor inquiries and assists external auditor conducting their annual audit. 
• Reconciling vendors accounts as well as intercompany accounts.

• Payroll processing. Bank transfers. Cheques and Cash payment processes.
• Handles A/R, setting up monthly billing for clients, sending invoices for clients, sending SOA and payment follow-ups.
• Develop a systematic listing for volume of purchase orders control number (excel), ensuring a fast, time-saving and accurate record for easy access in updating its status. 
• Ensure the management of bookkeeping, from analysis of documents, journal entries, adjustments, updating books of accounts and perform accounting corrections to maintain accurate financial record. 

• Trusted custodian in handling, record, and control of daily petty cash disbursements.
• Monitors and maintain Fixed Asset accounts, Depreciation schedules, Advances, Prepayments, Job-costing and conduct year-end inventory.
• Payroll processing. Bank transfers. Cheques and Cash payment processes.
• Participate in Forecasting & Budgeting.

• Participate in monthly closing and preparations of Financial Statements.
• GFS Control Team/ Oracle Based System
• Other accounts administrative asst jobs as directed. 
Cashier / Assistant Accountant
Gulf Marine Maintenance & Offshore Service Co., Dubai

VASUDA® Group Headquarter

Jebel Ali Industrial Zone 1

P.O Box 4613 

Dubai, U.A.E.
April 2013 – September 2014
• Handling Cash (AED, USD & KZT) (GMMOS & ODC) and keep the record properly in the payment and receipts books.

• CPV preparation, passing the entry after the payment and filing accordingly. 

• Day to day cash tallied and keeps it perfect in the system.

• Prepare receipts against various miscellaneous cash receipts like scrap sale and other misc. receipts and deposit it to the bank.

• Preparing misc. reports related with cash payments.

• All Yard employees punching timing checking for salary calculation.

• Physically checking the supplier invoice and marked the payment before making cheque or cash payments.

• Preparing Bank Payments Vouchers (BPV)

• Preparing cheques, bank transfer letters, salary transfer letters and have it approved & signed by the signatories

• Photocopying the documents and filing accordingly.

• Recording the duly signed cheques in the register and inform the department requesting it about its status.

• Reporting daily released cheques.
• Maintaining register for monthly BPV’s and filing accordingly.

• Printing of sales invoices & necessary attachments such as Letters of Guarantee & Certificate of Ownership and have it signed by the signatories.

• Photocopy signed invoices and file accordingly.

• Dispatch the invoices to clients and register in the log book for tracking.

• Filing of AP invoices monthly as well as the receipts.

• Photocopying of 1098 (advances to supplies) documents monthly.

• Encoding personal bank loan letters of employees & have it signed by signatories.

• Photocopy the signed documents and file accordingly.

• Register in the list for proper monitoring.

• Prepare the intimation letter once the employee resigned or is terminated.

• Monitor monthly payments of utility bills
• Bank Reconciliation
• Other accounts & administrative asst. jobs as directed.

Asst. Accountant / FIT Contracting / Reservations / Admin Asst.

Al Kazemi Tours LLC

Sheikh Zayed Road

November 2011 –Marchl 2013
• Invoicing, follow-up payments from clients.

• Payroll processing.
• Petty cash management.
• Responsible for hotel rates contracting.

• Responsible for inbound reservations for hotels / tours / excursions.

• Rates update in I Travel GDS system.

• Quoting clients for the excursion / tour packages.

• Manage day to day administrative activities in support of Asst. General Manager as Admin Asst.

• IT Support staff.

ACCOUNTANT / PAYABLE ACCOUNTANT
. Omega Engineering LLC

MEP Company

A Subsidiary of DEYAAR Development

DIP, Jebel Ali Dubai UAE

August, 2009 – October 2011
• Responsible for Financial Accounting in Oracle:
General Ledger, Super User

Accounts Receivable Module, Super User

Accounts Payable Module (Full Responsibility), Super User

Fixed Asset Module (Full Responsibility) Super user

Cash Management Module, Super User
• Responsible for leave, salary advance and employee loan payments (staff and laborers).

• Responsible in all check preparations and payments.

• Responsible for the preparation and payment of monthly payroll.
• Responsible for final settlements payments (staff and laborers).
• Responsible for all Sub Contractors (Contract agreement, Payment certificates, and processing of payments). 

• Responsible for closing Accounts Payable (full process).

• Responsible for checking, recording and revolving of Petty Cash Fund for Head Office and Site Offices.

• Responsible for checking Manual JV’s for posting.

• Responsible for all payments to suppliers.
• Assist in recording of receipts, reconciliation of receivables and collections.

• Handling Bank and Supplier reconciliation.

• Participate in closing of the Purchase Module.

• Participate in the preparation of financial reports supporting the financial statements in internal and external audit.

• Coordinate and reconcile inter-company transactions.

• Participate in process implementation and documentation within the Department.

• Had been assigned in HR Department responsible for leave, final settlements computation, ticket booking of labors and staff.

• Petty Cash management, accounting, liquidation and replenishment. 
EXECUTIVE SECRETARY / OPERATIONS ASST.

Federal Exchange, Bin Hendi Group of Companies

Naif Road, Deira

Dubai, U.A.E.

July 2008 – July 2009

• Manage the day to day administrative activities in support of the GM.

• Receive and screen communication to the GM, provides administrative support, channel and facilitate communication (customer and associates, employee inquiries and complaints.

• Proof read and prepare correspondence, screen and evaluate email and correspondence and responds independently when possible.

• Receive visitors, make routine appointments and arrange meetings.

• Coordinate between clients, management and investors.

Keep and maintains client folder file

• Prepares timely reports (payroll, leave and gratuity, financial reports).

• Prepare test codes for Arab Banks, Singapore, and Exchange houses.

• Prepare daily and weekend rate sheet.

• Authorize Indian, Pakistan, ARY and IME TT’s, entertain inquiries and clients complains.

• Prepare parcel documentations of currencies sent to foreign banks.

• Prepare reports for Indian Auditors and daily reports for Indian Banks.

• Post Pakistan TT’s.

• Perform other job related responsibilities and tasks other that those stated in the works instructions as instructed by the management.

Cashier / Accounting Staff

Manila Bankers Life Insurance Corporation now

Paramount Life Insurance

Pagadian City Branch Office

January 2006- June 2008
• Maintains Ledger of all accounts ( Accounts Payable, Accounts Receivable, General Ledgers)

• Transacts with the bank for daily cash and check deposits 

• In-charge in the collection of monthly amortization

• Handles Petty cash fund

• Maintains cash books and other pertinent subsidiary ledgers

Accounting Staff - Project

Department of Agrarian Reform

Western Mindanao Community Initiatives Project

Satellite Office, Pagadian City

January 2003 – Dec. 2005
• Prepares monthly payroll and other supporting data

• Prepares Purchase requests and orders

• Post receipts and invoice transactions

• Handles petty cash.
Admin. Assistant/Secretary

Office of the Executive Assistant IV

Local Government Unit-City Of Pagadian

Pagadian City, Philippines
From 1 May 1998 – October 2002
• Under general supervision, attend to administrative function of the office;

• Prepare monthly payroll and other supporting data;

• Attend to personnel needs of the department;

• Recording and filing of general records;

• Receive calls and other reception duties


Seminars / Trainings
• Seminar on Paper Writing and Leadership Skills
• Seminar on Thesis Writing and Working Effectively With People
• Seminar on Theory in Practice of Public Administration
• Seminar on Public Fiscal Managemant
• Workshop on Formulation of Project Proposal
• Financial Management Installation Course for Entreprenuers
• Gender-Based Effectiveness Skills Training

• Seminar on Indigenous Peoples Rights Act (RA 8371)


Other Skills
• Computer Literate (MS Office, Accounting Softwares, Oracle, Focus, Sage, Horizon Software, Counter, Tally , ERP and others)
• Good typing speed
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