ALMIRAH ABDULLAH

B Yarmoaok, Sharjoh, UAE
+27 1501366294
E amirahabdullahdl@gmail.com

SUMMARY Competent and detail-crientated individual, well-versed in accounts payable
and receivable management and frustworthy in handling petty cash fund
and budgets. Talented in identifying and carmrect errors to ensure impeccakle
accouracy. Committed to achieving team objectives and driving company
development.
EXPERIENCE ADMIMNISTRATIVE ASSISTANT V (SENIOR BOOKKEEPER), 08/2021 - 07 /2024
MINISTRY OF SOCIAL SERVICES AND DEVELOPMENT, Cotabato City, Philippines
* Performed administrative tasks, document management and report
develocpment for inter-deparimental use.

* Orgonised and stored hardcopy files.

* Manoged document condrol duties to reduce emors and maintain accurate
records.

* Liquidated statement of accounts from a partnered pharmacy.

* Prepared Chligation Reguest Status and Disbursement Voucher needed for
processing of check assistance for the clients.

BOOKKEEFER, 02/201% - 1272020

SARATEL SOLUTIONS, Dovao City, Philppines

* Maintained accounts receivable documentation electronically and on
paper.

. Upi:ged confidential employes banking informaticn with accuracy and
5p .

* Orgonised and vpdaoted document manogement systems fo improve audit
and reference processes.

* Transferred data from paper fomats into daotabase systems fo keep digital
farmats.

ACCOUNTING ASSISTANT, 102017 -01/201%

AL REYADAH HOSPITALITY AND SERVICES. Muweillah, Sharjoh, UAE

* paintained accuracy when reviewing and reconciling general ledger.

* pMonoged daily boockkeeping functions with attention fo accounts
receivable, accounts payable, banking reconciliation and disbursemenits.

* Tracked employees time and attendance for payroll.

* Assisted accountants with expense and sales fracking and regorting.

* Documented financial transactions in GuickBocks and classified by Rilling
code, contract or project.

* Handles petty cash fund for day to day business transactions.

SKILLS * QuickBooks, Peachtree Sages0, Tally  + Bookkeeping

ERF¥ + Data Management

* iZeneral Accounting * Cash Flow Manogement

* Bank Reconciliation + Adminisirative Tasks

= Microsoft Office

CERTIFICATIONS/LICEM
SED

= CERTIFIED QUICKBOOKS ONLIME PRECADYVISOCR

* CERTIFIED BO-OKEKEEPER - Mational Imstitute of Accounting Technicians
* COMPUTER SYSTEMS SERVICING NCIl {TESDA - PH]

= CIVIL SERVICE PASSER (PH)

* LICEMSED PROFESSIOMAL TEACHER [PH)

EDUCATION SULTAN KUDARAT STATE UNIVERSITY, Tacurang City, Sultan Kudaral, Philippines
BACHELOR OF SCIENCE IN ACCOUNTING TECHNOLOGY
2007 Graduate
PERSOMAL Birthdate: Passporf Number:
INFORMATION 16 November 1995 P5421209C
Civil Status: Piace lssued:
Single DFA General Santas (PH)
Redigion: Dofe Expiry:
Islam 07 Janwary 2034
Citizenship: Visa Status:

Flliping Visht Visa



