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JONEL
JONEL.14@2freemail.com  

OBJECTIVE


To be a consistently productive and excellent accountant in a company that gives continuous career growth and development to its employees.

SKILLS AND KNOWLEDGE

· Accounting Skills 

a. Maintenance of Books of Accounts (Journal, General Ledger, Subsidiary Ledgers, Cash Disbursements Book and Cash Receipts Book).
b. Strong working knowledge in the preparation of Financial Statements (Balance Sheet, Income Statement, and Statement of Cash Flows).
c. Compliance with the governmental requirements and meeting deadlines
· Computer Skills

a.   Strong working knowledge on MS Excel and MS Word.
b.   Experience in SAP, ACCPAC, Orion, Quickbooks
WORK EXPERIENCE


1.  Position

:   ACCOUNTANT




    Invensys Middle East FZE





    JAFZA





    January 29 to June 12, 2008


Job description

A. Accounts Payable

1. Enter vendors' invoices in the system.

B. Accounts Receivable

1. Enter customer invoices in the system
C. Bank Reconciliation

1. Generate the cash transaction listings from the system

2. Match the transaction listings with the bank statements
D. General Ledger
1. Enter journal entries of all travel expense vouches

2.  Position

:   ACCOUNTANT 


                             Prime Projects International, LLC




     Deira Twin Towers, Dubai, UAE




     April 2007 to December 2007



Job Description

A. Payroll
1. Final settlement and Vacation pay
· Collect payroll details from the site for those staffs that were terminated, resigned, or going for vacation
· Check the correctness of the payroll details
· Prepare the vacation / final settlement in the system
· Generate and send to the sites the vacation/final settlement pay slips after approval.
2. Payroll for Flour staff

· Collect the payroll details of staffs assigned to Flour Company
· Enter absenteeism, overtime, and cash advances in the system
· Process and send the pay slips to the site
· Prepare the transfer advise to be forwarded to the Exchange after approval
3. Salary Revisions

· Prepare the summary, in Excel format, of all approved salary adjustment forms.
· Check if there are changes in the salary and positions of staffs who signed a new contract. 
· Enter all salary adjustments in the system (changes in basic pay and allowances and also change in positions)
4. Separate Transfers

· Prepare and transfer approved loan of site staffs
· Prepare and transfer salary advance of site staffs against company holding.

· Prepare and transfer other separate transfers 

      5.    Staff Reconciliations

· Check the completeness of the encoding of the staffs in the manifests for vacation returnees, rehires, and new staffs
· Generate report of all new/incoming staffs as per the system and compare with flight manifests of incoming staffs for the concerned month
·  Generate report of all staffs who are terminated/resigned/or in vacation as per the system and compare with flight manifests of outgoing staffs for the concerned month
· Prepare the staff reconciliation statements and advise the concerned person for any variances.
B. Finance

1. Prepare the accrual entries for vacation and final settlements
2. Prepare the accrual entries for the Flour staff payroll
3. Prepare monthly reconciliations of:
· Salary Payable
· Salary Payable – Final settlement
· Salary Payable – Vacation
· Salary Payable – Flour Staffs
· Salary Payable – Company Holding
· Loan – Site Staffs
3.   Position

:    ACCOUNTING SUPERVISOR




     Specialty Beans Philippines, Inc.




     San Pedro, Laguna, Philippines




     August 2005 to April 2007
Job Description

A. Receivables
· Check the details of  the sales invoice to be sent to franchisees
· Check the accuracy of the weekly statement of accounts to be sent to franchisees. 
· Responsible for the overall accuracy and reliability of the transactions arising from receivables
B. Payables
· Check the details of all accounts payable vouchers.
· Check and verify all statement of accounts sent by the suppliers.
· Check the validity of all reimbursements of officers and employees.
· Check the validity of all petty cash replenishments of the stores.
· Check the validity of all cash advance liquidations
· Make sure that all transactions related to payables are properly booked and classified.
C. General Accounting
· Check all the entries posted through journal vouchers. 

· Check booking of all Restaurant Daily Sales Report (RDSR)

· Check booking of all Stock Transfer Receipts (STR)

· Review bank reconciliation statements.

· Prepare financial statements (Balance Sheet, Income Statement, and Cash Flow Statement).
· Prepare schedules to support the financial statements.
D. Others
· Monitor the deadlines for governmental requirements.

· Conduct monthly inventory of the items in the store.

· Compute for the landed cost of imported items.

4.  Position

:    BOOKKEEPER

                            

     Lex Services, Inc.
     Binondo, Manila, Philippines

     February 2004 to July 2005
Job Description:

Primary

1. Journalize transactions, prepare Journal Vouchers 

2. Post entries in the Journal Vouchers to the General Ledger

3. Monitor and record collections in the Cash Receipts Book

4. Prepare company disbursements and record it in the Cash Disbursements Book

5. Prepares Trial Balance and Adjustments

6. Prepares Financial Statements

7. Make Bank Reconciliation Statements

8. Prepares and file BIR reports on VAT and Withholding Taxes

Secondary

1. Allocate Warranty Extension Service Contracts

2. Prepare Billing Statements for sold contracts

3. Handles the Petty Cash Fund

GOVERNMENT EXAMINATION TAKEN


Certified Public Accountant (CPA) Licensure Examination 


Date Registered                
:       June 10, 2003
EDUCATIONAL BACKGROUND

College          :     Polytechnic University of the Philippines (PUP)



                 Bachelor of Science in Accountancy




     1998 – 2002

Secondary     :     Lusacan National High School (Second Honorable Mention)




     1994 – 1998

Elementary   :     Lusacan Elementary School (Achiever)




     1988 – 1994

PERSONAL DATA

Nick Name
:  Jonel                            Birthplace
:   Tiaong, Quezon, Philippines
            Nationality
:  Filipino 
    
    Age

:   26 years old

Civil Status    :  Single        
                Height
:   5’10”                  

            Gender
:  Male                            Weight
:   145 lbs.
            Date of Birth
:  May 10, 1982              
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