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ELIZABETH
                                            

Email:    Elizabeth.97804@2freemail.com 



Visa Status:  Cancelled since 15/07/2009


Skills:
Strong background in all aspects of  Accounting Areas but not limited to general accounting, auditing (internal and external), MIS, Broad understanding of Risk Management, Quality Assurance Management, Administration and Policies and procedures implementation,  Creation and maintenance of Financial Records , and ERP  Packages
Other Skills:
Well-versed in various accounting software (Oracle, Tally 9, Peachtree Accounts 2005, Eureka INTAC, AS400 Financial Software, EF2K).  AS400 Financial Software (Back Office) Enhanced Finesse 2000 (Front Office). Strong PC Skills   WinWord, Advanced Excel, PowerPoint, and Macromedia Dreamweaver.

Education





University of the East
Manila, Philippines





Bachelor of Science in Business Administration

 

Major in Accounting

Ongoing Professional Training
Pursuing ACCA 5 (ACCA of England and Wales)
Detailed Work Experienced:
Senior Accountant

Bavaria Gulf Property Development and Real Estate 

Dubai Media City, Dubai,UAE

November 2007 – Present

Activities:  Property Developer and Real Estate Broker

· Manage escrow account, receivables, payables, and cash flow.

· Liaise with Banks and Real Estate Regulatory Authority (RERA ) 
· Establish effective internal controls to ensure accurate and timely postings, reporting and accounting processing.

· Journal Entries up to finalization

· Bank Reconciliation

· Liaise with external auditors

· Assist management to achieve efficient effective process/financial flows and reporting systems between Operations and Accounts.

· Develop policy and procedures for accounting processes 

· Prepares monthly, quarterly and annually MIS reports, summarizing and budgeting company’s financial position in areas of income, expenses.

· Directly communicate to Chairman to coordinate the financial report.

· Oversee all finances and having authority for financial and budget operations for controlling overheads.

· Analyze, research and review of monthly financial variances

· Maintenance of accounting software integrity and availability

· Coordinates and directs the preparation of the budget and financial forecasts,

· Attending to client queries regarding status of their accounts.

Accountant / Admin Officer

Bahman Group 

Dubai, UAE  

Activities:  Exclusive Wholesaler of Tefal and Moulinex Product Lines

May, 2006 – June 2007    

· Handles administrative matter transportation, visa, accommodation, hr coordianation.

· Interface with shop administrator entering of sales data and reconciling discrepancies 

· Reconcile bank accounts, credit card inflows and managing discrepancies 

· Guarantee punctual monthly and quarterly accounting closing 

· Provide  information and data requested from the reporting activity 

· Accomplish any other administrative task (i.e. to load Payroll data in Oracle and reconcile 

· Prepares Balance Sheet, Profit and Loss Statement. Prepares Budgets, Handles foreign exchange transactions
· Prepares break even analysis. 
· Maintains Store ledgers.
· Prepares Cost Sheet. Control of accounts. 
·  PDC. Collection of Accounts Receivables, Payment of Account Payables,
· Bank Reconciliation
· Deposit maturing checks, complete accounting cycle from data entries to finalization.
· Delivery Notes ) Inventory Management, Accounting entries, LPO, PO etc,
· Exposure to ILC/LC documentation, LBD discounting, TT, ISO 9001 Quality Management. 

Operations Officer (Senior Asst. Manager)
2003-2006

Security Bank Corporation (Universal Bank)      

Ayala Ave., Makati City, Philippines
· Serves as the Compliance Officer for Branch Operations and Administration to assure an effective compliance program is established against existing policies and procedures, regulation, or other obligation by informing management to comply and monitor the branch performance; by working with line management to develop and implement the program; and alert management on compliance issues and gaps and working with management to resolve them. 

· Assists business units to establish and maintain branch procedures, oversees and participates in on-going branch  training regarding compliance; work with business units to identify and address issues in new products and services and changes to existing ones.  Operational Risk Management divisions and participate in Business Infrastructure.  Coordinate regulatory examinations, serving as point person for examinations and responses.

· Monitor business unit compliance activities by performing independent assessments of business practices and reviewing MIS reports generated/prepared by the business unit.  Report on compliance issues to business management and recommend additional or enhanced procedures, training and/or monitoring, and sharing best practices

· Conducts training for 114 branches in coordination with Human Resources Department when necessary.

Branch Accountant

Security Bank Corporation (Universal Bank)

Makati City, Philippines

1994 – 2003
· Participate in and provide support for the financial planning and forecasting processes 

· Prepare detailed revenue plans for multiple product lines. 

· Supply upper management with detailed Sales reports

· Prepare Profit & Loss statements for new product/project initiatives. 

· Analyze operating results and monthly profit forecasts; identify problems and research potential recommendations. 

· Drive process improvements within the department. 

Auditor 1

Security Bank Corporation (Universal Bank)

Makati City, Philippines

1990 -1994

Perform audits of the Branch in accordance with. Professional Standards of Internal Auditing design and develop audit programmes to assess risk and evaluate and test operational, reporting and compliance controls in accordance with industry best practice framework.

Make recommendations to Management to address identified control weaknesses and follow up to ensure appropriate resolution

Career Objective

Seeking for a position in a reputable organization in pursuit of professional excellence.  To impart my knowledge and skills long gained from education and experienced and willingness to learn more and globally competitive in my chosen field.

Personal Information

Nationality:  Filipino





Experience:   15 years

Civil Status:  Married





Sex:  Female

Weight:  55 kgs






Height:  5’3”

Known languages:  English – Very good / Tagalog - Excellent
Current Location:  Deira,
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