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     Razel R. Manucay-Pudol
(  Dubai, UAE (  Mobile No.: +971 50 109 2847/ Tel No. 04 394 7516 (razelpudol28@gmail.com
                       Applying for General Accountant
Achievements:

· Accomplished a result of 85-90% appraisal for 5 years continuous.

· Nominated as representative for Associate Welfare Committee.

· Three (3) Promotions in 5 years row in one company
 Core Strength / Skills:
	· Good Attitude/ Behavior/ Values

· Communications/ Organization/ Planning Skills
· Creative Team Leadership to Problem Solution
· Think and Act independently 

· Think and Behave Ethically  
· Negotiating  but Analytical Approach
· Confidence and Persistence
· Rigorous Commitment to Accuracy

· Commitment and Loyalty and Drive Change where necessary

· Advance IT skills/ Technical Accounting knowledge

	· Month-End Closing/ Financial Reporting’s/ Budgeting/ Forecasting
· Pay Master/ Accounts Payable/ GL Reconciliation
· Hotel Management

· Job Coaching (Train the Trainers)
· Organization and Planning
· Especially, Degree in Finance (B.S. Accountancy)
· Experienced with Real Estate Accounting 
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	SUN System Training version 4,5,6 –  Oct 2007, June 2013, Nov 2013
Micros- Fidelio Training,  Apr 7 -22, 2008

FBM and FMC Training,  Oct 2007, Sept 2009
Check (procurement) and Ideas System (payroll)  Training,  Feb 2015, Jan 2015

GHA Hotel Alliance certification– May 2011
Discovery Anantara Supervisory Training,  Sep 27-28, 2011
Cross Exposure Training – General/ Chief Accountant , June 2012  - May 2013 

Sage and Great Plain System – Training last November 2015


Professional Experiences:
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General Accountant – Nov 2015 - present
 Better Homes LLC (Real Estate)

· Handling 1 bank reconciliation (out of 7 banks we have) – through Great Plains system
· Handling Head Office Payables (Procurement Purchases/ H.O. Licenses/ Petty Cash)
· Month – End JV’s: Accruals, Prepaid (thru GP schedule) Allocations, Utilities, Inter-company
· Monitoring the Mall Income (Parking) (one of our Property Manage Building)
· Monitoring the Fleet Motor Income against our Users/ Agents/ Staffs (which we are deducting to their monthly payroll)
· Preparing Daily collection report (Cash/BT/CC) for (Residential and Commercial) Revenue and send to banking next day morning. 
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Cluster Payable Accountant Supervisor – Nov 2013 to July 31, 2015
 Qasr Al Sarab; Eastern Mangroves and Desert Islands, Al Yamm Lodges &  

Al Sahel Lodges (5 star International Hotel & Resort)
· Oversee and manage the day to day operation of the payable department (under Finance Team) 
· Using On-line banking system (ADCB ProCash) in processing payments 
· Same as the payable accountant description in the below, only matters is being a cluster role (handling three properties) that far away to each other for about 150km to another property
· Processing payment through ADCB ProCash system (Online banking payments/ WPS).
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Payable Accountant cum Payroll Master – Opening Feb 2010 to Oct 2013
 
General Cashier cum Finance Admin – Opening Aug 2009 to Feb 2010
 

Qasr Al Sarab Desert Resort by Anantara Hotel (5 star hotel/resort)

· Ensure the accuracy of stocks, accounts payable, prepayments and creditor’s accruals accounting records.
· Provide periodic report to the Finance Director. Specifically responsible for performing the given task to the highest standard: maintain accurate stocks/ accounts payable/ prepayments and accruals, provide financial reports under the umbrella of centralized accounting system using the latest version of SUN/ Vision (Q&A) system.
· Comply with the company reporting tables and policies
· Supports the assistance Financial Controller in managing communications with FAAST regarding the payments and handling suppliers to include the accurate and timely processing of invoices.
· Lead the month end process, as it relates to stock, creditors, prepayments and accruals and ensure all work is completed on time with all the relevant accounts reconciled.
· Prepare the necessary vouchers / journals, posting of invoices/ petty cash/ Balancing Inventory Purchases
· Reconciling Suppliers Accounts, Prepayments and Accruals Ledgers to ensure the accurate B/S reporting.
· Ensure the balance sheets, as they relate stocks, prepayments, creditors and accruals are a fair reflection of the assets and liabilities of the hotel.
· Maintain the asset register/ capital expenditure of the hotel and report timely with the owners.
· Develop best practice financial accounting and control procedures and continually review and develop the process and procedures to maximize impact and efficiency.
· Maintain good communication and working relationships with all hotel areas and associates
· Performs other duties as may be assigned.
· General Cashier for almost one year handling 206 rooms with one rotating cash float in front desk.
· With the 8 Outlets (6 Food and Beverage), Spa and Laundry revenue centers as well.
· Spot checking all House Floats and Maintaining the House Float Contract.
· Performs other duties as may be assigned.
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General Cashier cum Finance Executive – Opening October 2008 to Aug 2009
 
       
Desert Islands Resort & Spa by Anantara (5 star hotel/resort)
· Preparing General Cashier Report
· Deposit Daily Cash Sales – Bank (Transguard)
· Prepare Necessary Journal Vouchers 
· Spot checking Monthly and Balancing
· Send Payroll and coordinating with the bank
· Prepare Petty Cash Reimbursement/ Replenishment
· Performs other duties as may be assigned.
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Junior Accountant cum Finance Secretary – Opening October 1, 2007 to October 1 2008
 



Four Points by Sheraton Complex Hotels (Downtown and Sheikh Zayed)


Finance Secretary cum Junior Accountant:
(Income Auditor clerk cum General Cashier clerk)

· Records collection, cash sales and deposits in the cash receipts book.
· Prepares all necessary journal vouchers.
· Records all revenues in the earning journal.
· Posts totals of all accounts with subsidiary records.
· Prepares monthly balance
· Performing daily things to do of Income Auditor:
-Preparing daily sales report.

-Preparing daily revenue analysis

-Posting Income JV.

-Inputting general cashier JV.




-Inputting cashier over / short.

(Finance Secretary)

· To make sure all documents sent/ received were log.
· Handling all documents/ forms making.
· Handling the organizational charts making/ monitoring team attendance & doing the manual attendance (if necessary)
· Making the book binding for GL and FS every month/ making the financial presentation that will present by the FC in the meeting, and doing the minutes of the meetings (if necessary).
· Performs other duties as may be assigned.
Accounts Payable Analyst – Dec 2006 to July 2007

 

Ford Motor Company Philippines Inc.,
Payable Assistant:

· Monitoring / Encoding Invoices
· Provide Entries/ Allocate Expenses 
· Processing Production and Non-Production Invoices
· Process Travel Advances Report / Business Advances Report
· Prepare Petty Cash Replenishment
· Statement of Account Reconciliation
· Prepares month-end closing entries
· Performs other duties as may be assigned.
Finance Admin Assistant – Oct 2005 to May 2006
 

Morales Tax Consultancy and Auditing Firm, Philippines
· Compute Withholding Taxes 
· Preparation of Purchase Receipts Books 
· Preparation of  Accounts Disbursement Books
· Remit Taxes to BIR
· Collecting Payment from Client for Service Charge computation of the Book.
· Performs other duties as may be assigned.
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Education/ Reviews:
Bachelor of Science in Accountancy, April, 2006 – Lyceum Institute of Technology, Philippines

Certified Public Accountant Review, RESA Review School Inc. (May 2006-October 2006)

Technical Comprehension:
	Software:
	Photoshop, MS Office (Word, Access, Excel, PowerPoint), 



	Hotel Systems/Programs:
	OPERA, Property Management System (PMS), Fidelio, MC, FBM, Paytrax, Outlook, Sun System, Check system, Ideas payroll system and ADCB Procash Online Payment system. 


Real Estate

Great Plains, Sage system
Personal Details:

BIRTHDATE:


February 2, 1985

BIRTHPLACE:


Real, Calamba City, Philippines

CIVIL STATUS:


Married

NATIONALITY:


Filipino

STATE LANGUAGES:

Filipino and English

RELIGION:


Born Again Christian

HUSBAND:


Eric Pudol

FATHER:



Ramon Manucay; Deceased

MOTHER:


Zenaida Ellana; Canteen Assistant

Character References: 
Mr. Ibrahim Al Hammadi 





Yazan Fanoush

CEO of Port based in Egypt (AUH Emarati)



Asst. Dir of Finance (Eastern Mangroves Hotel)

Mobile No. +20 100 322 2257




Mobile No. 050 620 8382
Eisa  Al Hammadi






Carmen Lentejas
Dir. Of Security (Eastern Mangroves Hotel)



Asst. Human Resources Manager (Ramada Hotel AUH) Mobile No. 050 582 3355





Mobile No. 050 495 0045





Develop the highest level of efficiency and quality in the discharge of my duties and responsibility.


Razel R. Manucay- Pudol
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Trainings and Certifications:








