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Richard
Richard.366839@2freemail.com  
Career Objective

To work in a Company where I can effectively utilize my skills, knowledge and ability from my years of studies and experience in enhancing its business operation and could also provide a challenging opportunity for career growth and development. In this manner, I could gain valuable experiences, as well as be able to utilize the knowledge I had acquired and be able to be more productive and efficient in all its aspect.
Highlights of Qualifications
· Committed on maintaining work quality, accuracy and efficiency.
· With a sizeable knowledge of General Accepted Accounting Principles and IFRS. 
· Flexible and can easily adapt to a new working environment. 
· Dedicated, innovative and self-motivated team player/ builder. 

· Trustworthy, Hardworking, responsible, honest and keen on details and ability to do multi-tasking
· Quick study, ability to easily grasp and put into application new ideas, concepts, methods and technologies. 
· Very reliable with excellent record keeping abilities 

· Have the ability to accurately track records and create reports

· Strong record on effective Customer service.
· Proficient in various accounting and clerical functions.
· Proficient in the use of various computer applications including MIRSAL 2, Tally, Quickbooks, Microsoft Office Word and Excel. 
Educational Background
Bachelor's/College Degree
Field of Study

: Bachelor of Science in Commerce

Major


: Marketing

University

: SAN SEBASTIAN COLLEGE – RECOLETOS                                                                  
Graduation Date   
: April  2001
Employment History
ABDUL ZAHIR BASHIR GENERAL TRADING LLC
Position Title
: LOGISTICS AND ACCOUNTS PERSONNEL
Date Joined     : 01 October 2014- Up to 12 January 2016
· Provide accounting and clerical functions by the use of Tally for accounting department.

· Accurately prepares and maintains accounting documents and records

· Assists in payroll preparation for the company’s employees 

· Prepares check and cash deposits
· Reconcile accounts in a timely manner

· Records expenses pertaining to customs/logistics transactions

· Record business transactions and daily worksheets to the general ledger system

· Track and resolve discrepancies invoices, expenses and inventory stocks
· Clearing of import and export shipments using Dubai Trade Portal
· Making e-payments for Declarations, DPA Payments and inspection payments
· Responsible for preparing inspection request for both cleared and inspections, gate pas request, amendments and cancellation
· Prepares customs document submission for both import and export declaration

· Document controller for both import and export shipments

· Responsible for the tracking and preparations of requests like cancellations, amendments, e-payments and document submissions.
· Responsible for preparing computation and documentation for claim submissions

· Communication with shipping lines, shipping agents, freight forwarders and also transporters.

· Responsible for receiving and dispatching goods from supplier and to customers; checking that the correct quantity and type of goods is delivered and is not damaged or faulty goods

· Responsible for recording daily deliveries and shipments to reconcile with inventory

· Responsible for ensuring that goods in stock is adequate and can cover all demands of customers
· Responsible for making necessary reports needed to show inventory status of goods

· Responsible for reporting to upper management for stock issues, for replenishment and other issues
SILVER WORLD SHIPPING L.L.C.
Position Title
: CUSTOMS DOCUMENTATION CLERK/LOGISTIC COORDINATOR
Date Joined     : January 25, 2014 – 01 September 2014
· Arrange and validate all documents required for Import & Export trade to avoid discrepancy. 

· Responsible for communicating with shipping lines regarding the cargo arrival, delivery order, charges, requirements and location.
· Prepares import and export declaration using Dubai Trade Portal using Mirsal 2.
· Responsible for DPA payments for both export and imports declarations.
· Responsible for the preparations and amendments of E-gate passes.
· Responsible for preparing inspection request for both cleared and inspection required declarations.

· Responsible for the tracking and preparations of requests like cancellations, amendments, e-payments and document submissions.
· Arrange customs documents submissions for both export and export declarations.
· Coordinates with the transporter to ensure smooth delivery and in a timely manner.
· Document controller for RORO cars for export (e.g. Hyundai, HOG, MOL and DSS).
· Responsible for accounting entry using quickbooks and reports generating.
· Build customer relationships and manage customers’ expectations.
CITY GOVERNMENT OF MANDALUYONG
Public Order and Safety – Mayor’s Action Command
MANDALUYONG CITY, PHILIPPINES

Position Title
: Ambulance driver / Emergency Medical Personnel  
Date Joined
: January 2011 – December 15, 2013
· First aid responder and basic life support provider
· Respond to and provide initial treatment to emergency cases (e.g. heart attack, concussion, major limb fracture) until taken to nearest Hospital 
· Complete the required accident/ treatments reporting documentation accurately. 

· Ensure that all medical supplies are complete and readily available
AHVIS  DISTRIBUTION GROUP INC. 
Distributor of Nestle Philippines                                           

LA TRINIDAD BENGUET, PHILIPPINES

Position Title
: Area Sales Representative

Date Joined
: January 2009 – December 2010
· Perform sales, customer service and merchandising function
· Involved in stock control and management 
· Prepares payroll for my outsource merchandisers
· Maintain detailed paperwork for inventory control. 
· Set sales record, surpassing other sales associates for product assignment.
· Giving advise and guidance on product selection to customers
· Dealing with customer refunds

· Receiving and storing the delivery of large amounts of stock

· Direct, coordinate and review activities in sales and service accounting and record keeping, and in receiving and shipping operations

· Acted as specific product consultants for mastery of products assigned

· Consult with department heads to plan for business continuity and improvement in line with company policies
CITY GOVERNMENT OF MANDALUYONG

Public Order and Safety – Mayor’s Action Command
MANDALUYONG CITY, PHILIPPINES

Position Title
: Auxiliary Police
Date Joined
: December 2008 to December 2009
· Protection of people and property in our area of responsibility

· Ensuring the peace and order in the community

· Responding to a variety of situation that may arise while on duty

· Have legal authority to arrest and detain law violators

· Patrolling in the area of my duty and responsibility

· Police function, traffic enforcer function,  and ordinance officer function
CITY GOVERNMENT OF MANDALUYONG

Public Order and Safety – Mayor’s Action Command
MANDALUYONG CITY, PHILIPPINES

Position Title
: Close in Security for the Mayor of City of Mandaluyong
Date Joined
: July 2008 to December 2008
· Pre-searching the area, room, and buildings where the VIP will be visiting

· Attentively escorting the VIP on their day-to-day activities

· Serves as driver/bodyguard for the Mayor of Mandaluyong
COMMONWEALTH INSURANCE COMPANY  
Makati, Philippines

Position Title
:  Credit and Collection Assistant
Date Joined
:  November 2004 – June 2008 

· Controlling and collecting payments from customers, agencies and branches

· Updating monthly statement of accounts for clients to determine accounts receivable

· Make decisions concerning credit limits, acceptable level of risk and terms of payment 

· Preparing and sending  of statement of accounts

· Conduct investigation on problematic accounts

· Initiate legal action if necessary to recover overdue accounts
CITY GOVERNMENT OF MANDALUYONG

Public Order and Safety – Mayor’s Action Command
MANDALUYONG CITY, PHILIPPINES

Position Title
: Security Personnel

Date Joined
: August 2000 to October 2004

· Primary duty is the prevention of and deterrence of crime

· Responsible for rules implementation within the area of responsibility
· Performing specialized tasks such as arrest and control

· Take accurate notes and write detailed reports

· Perform other tasks as required
Personal Particulars
Birthday

:
01 October 1979

Height


: 
5’8
Visa Status

:
Tourist Visa 
Permanent Residence
:
Philippines


