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OBJECTIVE:

TO be engaged in a reputable work in a dynamic company offering opportunities for career growth and dynamic interaction, seeking a job in the field of accounting to utilize my professional knowledge, experience, ability and organizational skills.

CAREER HISTORY:
ACCOUNT EXECUTIVE-PAYABLE

LEADING GROUP OF HOTELS- UAE           May 07,2012 UP TO JUNE 10, 2014
1.   Daily preparation of trial balance based from OPERA system & updating 
   the same to Tally system.

2.   Preparation of reports and other schedules as may be required by the 

        Management.

   3.   Prepare cheques for payment using focus system. 
   4.   Make entry in Tally of All Purchases & expenses.
   5.   Close all Purchases end of the month from FMC system and reconcile 

         with Tally System.

   6.   Prepare cheques for payment using FOCUS system.

   7.   Check all payables based on the actual invoices attached and   
        statement of account.           
   8.   Make entries for Daily Front Office Cash and Forex Gain.

   9.   Make entries for petty cash expenses, imprest account, cash float and 
        Advance made to suppliers.

   10.  Make entries for daily cash deposits.

   11.  Track all imprest accounts whether it has been returned on 

        allocated time and with complete supporting documents attached on it.

   12.  Post payment entries to Tally system.
   13.  Update Check released on daily basis.

   14.  Preparation of Sundry Creditors list for check issuance budgets on
        on applicable months.

   15.  Prepare DEBIT MEMO for sister companies and suppliers.

   16.  Send email messages, follow-ups for all matters regarding payables 

        Matters.
   17.  Receive and answer calls from suppliers regarding cheques and statement  

        Of accounts.

   18.  Reconcile statement of account versus actual invoices attached.

   19.  Preparation of Bank fund transfer and make sure it is sent to the bank 

        On the allocated time.

   20.  Reconcile company outstanding.

   21. Keep track record of all issued cheques and non-issued cheques.
   22. Daily reconciliation of petty cash count versus petty cahs balance in the  

       System.

   23. Keep the all company payment & journal vouchers.

   24. Attach LPO’S food store, general store and alcohol beverage store and 

       Reconcile it with the actual invoices.

   25. Creditors reconciliation & confirmation.
   26. Make sure that harmonious relationship, integrity, dedication at work and

       professionalism are maintained and recognized within the scope of work.

COST MANAGEMENT STAFF

CENTRAL AFFIRMATIVE CO, INC.              May 04,2011 –Mar 26,2012                        

   1.  Report on BEP points by products, and locations.

   2.  Prepares income statement per stores and its ranking.

   3.  Make a promo profitability report.

   4.  Compares actual costs to estimates and analyzes variances.

   5.  Prepares CONVERSION OF ITEMS TO STOCKS report.

   6.  Prepares TRANSFER COSTS report needed by the Franchise Dept.    

PRIVATE TUTOR
HUSSAIN MOHAMMAD ALKHAYAT                      January 14,2011-April 16,2011

QATAR

1. Accompany the kids to some of their social and educational events and activities at school, leisure malls and parks and at home(sending and fetching them to-and from schools etc.)

2. Sometimes, designs creative, lively games for kids; readily available to play with them.

3. Accompany the kids in attending some piano lessons and tutorial classes;

4. Looks after the kids and attends to their needs; if the situation calls for it.

5. Optimizing the time spent with the kids during tutorial hours.

6. Monitor the progress of the kids learning and performance.

7. Must be able to convince the parent to maximize their involvement in the tutorial process.

ACCOUNTING STAFF                             Sept.01, 2007 to June 30, 2010
USA SPORTS, INC., TALAMBAN CEBU CITY
1.  Disbursements of operating expenses through vouchers payable system.

2.  Monitoring of regular monthly expenses and their deadlines of payments.

3.  Setting up payables to suppliers with checking on the completeness of     
     documents

4.  Issuance of debit memos (DM) on returned items to suppliers.

5.  Issuance of debit memos to sister companies for the shared expenses.

    6.  Monitoring of advances to suppliers both internal and externals.

    7.  Preparation of monthly schedule of payables to suppliers and aging of 

        Payables.

    8.  Checking of employees cash advances liquidations.

    9.  Issuance of credit memos.

    10. Checking of liquidation reports.

    11. Checking of agency hired promos

    12. Prepare and update of promo deductions(uniforms, shortages and others)

BRANCH ACCOUNTANT                                 

MAPECON-ILIGAN                                MARCH 01,2005 to JUNE 30, 2007
TIBANGA, ILIGAN CITY                                 

    1.  Maintained accounts payable records.

    2.  Maintained account receivable records, purchases books, sales books.

    4.  Developed and maintained capital project files.

    5.  Reviewed capital project purchases.

6.  Make a report for the accuracy of actual cash received versus the amount 
    found in the receipts

6.   Checking & reconciling payments through our Ledger accounts as per Bank 
    statement as to ascertain accuracy of the company’s records and whether   

    payment has been made & received, recorded and deposited.

    8.  Kept records of various financial transactions.

    9.  Assist in the preparation and fulfillment of annual audit request for 

        detailed account analyses and reconciliation.

    10. Prepare balance sheet and income statements.

    11. Monitor interest payment and interest income.

    12. Monitor short-term loans and long term loans from various banks.

    13. Report directly to the regional accountant.

    14. Attend meeting in the various government offices for an update of    
        information regarding employees benefits, new salary scheme, new   

        deductions of SSS, Phil health and Pag-ibig.

SALES SUPERVISOR

Quality Appliance                         January 03,2001 to December 31,2004
Ozamiz City

1.  Maintained records of the prospective clients.

2.  Follow up and make a character investigation.

3.  Maintained cash sales books and charge invoices.

4.  Follow up monthly payments from the clients.

5.  Survey the market and make strategies for the sales enhancement.

6.  Find new ways, ads and promo to enhance sales.

BOOKEEPER

GAISANO SOUTH, INC                          NOVEMBER 1996 to DECEMBER,2000
COR COLON/LEON KILAT ST. CEBU CITY

1. Maintained payable records, sales books, purchases books

2. Reconciled various expenditures reports to source documents

3. Reviewed procurement documents and invoices for accuracy

4. Prepare routine entries and posted financial system reports.

5. Reconciled entries and internal ledgers to financial reports.

6. Make computation of the input taxes and output taxes.

7. Assisted in the preparation of the financial statements.

8. Maintaining the general ledger creating entries to our respective clients, suppliers and preparing journal entries.

EDUCATIONAL QUALIFICATIONS:
STELLA MARIS COLLEGE, OROQUIETA CITY

BACHELOR OF SCIENCE IN ACCOUNTANCY

OCTOBER 1994

SOUTHERN CAPITOL COLLEGES

OROQUIETA CITY

1ST SEM TO ND SEM 2001

32 EDUCATION UNITS

MISAMIS UNIVERSITY

OZAMIZ CITY

1ST SEM TO ND SEM 2000

24 EDUCATION UNITS

AMA COMPUTER COLLEGE

OZAMIZ CITY

JANUARY 1996 TO MARCH 1996

SHORT-TERM COMPUTER COURSE

CIVIL SERVICE ELIGIBILITES/BOARD/BAR:

· Licensure Examination of Teachers 

Ozamiz City

August, 2000

75.20%

· Civil Service Professional

Cebu City

December 01,1996

81.89%

· Civil Service Sub-Professional

Oroquieta City

October 17,1993

82.15%

· Civil Service Police Officer

Ozamiz City
April 09,2000

SKILLS/ABILITIES:
Good in Communication Skills both in Oral and Written.

Proficient in Computer

Proficient in MS (Word & Excel),QUICKBOOKS,TALLY. FOCUS, FMC
Fast typing.
PERSONAL HIGHLIGHTS:

Ability to learn quickly new concepts

Commitment to task.

Patience and understanding.

PERSONAL DETAILS:

Birth date    : 23th of November 1973

Civil Status: Married

Citizenship: Filipino

Language: English, Filipino

Declaration:

      I hereby declare that the above information are true to the best of my knowledge.

