Huang Dan

Female | HUKOU：Shun Yi District | >7 Years' Experience 
13910388526(Mobile) | E-mail: candy_hd123@sina.comWebsite:
Self-assessment

Character, optimistic and positive attitude, solid steady, Have a strong thirst for knowledge and action force. Be able to complete its work under pressure, there is team spirit, willing to communicate with people. Eager to learn, integrity, dedication, there is a sense of responsibility. Positive thinking dares to innovate, familiar with the accounting operations, strong learning and adaptability. I know well the finance system of Jin Die and SUN system, and then I know well the finance laws and regulations, and used them in the following work. 
Work Experience

2012/09 -- Now

VSO Consultant of China |Finance | Finance and HR

Other | WFOE | Company Size：20-99 | Salary(before tax):6001-8000RMB/Month

Job Description:
Accounting and Finance    Report to: Finance Director
· Be responsible for planning and completion of the month-end and year-end procedures as required by VSO International.
· Preparing monthly vouchers, financial report and analysis and input them to the financial system.

· Preparing bank reconciliation and reporting package for monthly closing.

· Assist in the annual budgeting and quarterly budget forecast processes.
· Ensure accuracy in bookkeeping and cash flow record maintenance on a timely basis.

· Ensure the timely payment of all approved invoices according to approved procedures.
· Manage loan and advance payments and repayments by staff, volunteers and partners, and to control the cost with budget strictly.

· Process monthly tax declaration including VAT tax, individual income tax, and additional tax and so on.

· Make sure well commutate with partner and suppler, and well done AR& AP.

· Prepare the audit file and assist with the financial manager.

Human Resources    Report to: HR Manager
· To be administrator of HR system, input and update related data in the system

· Execute the hiring strategy to search & provide the right candidate;

· Be responsible for the on board process for new employees. Ensure all new employees' personal; information required by the company are properly collected, recorded & filed.

· Handle the resignation procedure. Keep accurate records of the resignation application, exit interview & all other paper work.

· Support HR Manager and other required by HR Head.
· Manage all aspects of payroll, including monthly calculations, monthly taxation payments and annual tax declaration.
· Assist HR Manager in recruitment. 
2010/04 -- 2012/08

SOURCEBYNET |Accountant | GL Accountant and HR
Trading/Import or Export | WFOE | Company Size：100-499 | Salary(before tax):6001-8000RMB/Month

Job Description:
Finance     Reporting Objects: CFO
1、Responsible for the original certificate of entry, registration books, preparation of financial statements; Preparation of annual financial budget, monthly financial revenue
2、Audit, cost of input suppliers and paid in time;
3、Making AR and AP， having invoice every month and go to local burial in two month for invoice;
4、Audit staff reimbursement and monthly wages per month;
5、Declare the tax( Staff individual tax, Business tax and Enterprise income tax)  monthly or quarterly; and the Final settlement;
6、And the Director to assist the accounting work for CFO.
HR and Admin

1、 Assist to improve company IT environment and manage IT facilities.
2、 Be responsible for business travel expenses management, analyzing monthly relevant   expenses.
3、 Be responsible for visitors reception and itinerary arrangement and accommodation
4、 Prepare meeting facilities, take minutes and prepare for the meetings.
5、 Support the HR manager in recruiting, offering and new hire orientation, as well as formalizing internal practices and process
6、 Support the HR Manager to implement C&B policy, respond to benefit inquires regarding policy and procedures
7、 Support the HR manager in training and employee development programs
8、 Other works assigned by HR/Admin Manager.
2007/05 -- 2009/12

Beijing FuLong TengDa Restaurant Co., Ltd. |Accountant | Accountant and HR、Admin
Hotel/Restaurant | WFOE | Company Size：100-499 | Salary(before tax):4001-6000RMB/Month

Job Description:
Accountant:            Reporting Objects: Accounting Manager

1、 To do monthly accounts, put them into financial system.
2、 The summary of each bar daily cash income and expense、check. Cross daily report, monthly report to the accounting.
3、 Responsible for cash and bank journal    Fill check.
4、 And it will check monthly bills with 24suppliers, management AR and AP, making outstanding.
5、 Declare the tax every month. (Staff individual tax, Business tax and Enterprise income tax)

HR and Admin

1. Arrange interviews, review monthly timesheet
2. Responsible for preparing monthly payment/bill to finance
3. Responsible for daily general administration of office, including facilities, stationary, mail and office environment etc.
4. Arrange hotel booking, travel insurance registration
5. Responsible for reception work: receiving visitors and in-coming phone calls in a professional way
other works assigned by HR/Admin.
Project Experience
Education Background

2008/08-- 2010/07

Shang De Organization | Accounting |
2007/07-- 2010/07

Beijing foreign studies university | English | Bachelor

2005/02-- 2007/01

Beijing foreign studies university | English | AssociateGraduates Info.Social EventsTraining
Certificates

Language Skills

English ：reading writing proficient | listening speaking  proficientProfessional SkillsPhoto AttachmenAttachment ResumeResume Content

