CURRICULUM VITAE
MARIA 
Email                 :    maria.111739@2freemail.com 

       
To render my best ability to do at any task that will assigned to me through my hardwork and strong determination that it will helps a lot in attaining the success of the company.

· Bachelor of Science in Commerce major  in Accounting.

· Notre Dame of Dadiangas College, General Santos City, Philippines.


· Initiative and  commitment to achieve.
· Problem solving and decision making.

· Familiarity with general accounting system and procedures.

· Computer proficiency in Microsoft Excel, Word and Email communications

· Ability to work well under pressure with minimum supervisions

· Proven to be hardworking, honest, sincere and loyal to the company.

· Peachtree  software accounting system knowledge.


ADMIN COORDINATOR CUM GENERAL ACCOUNTING

SAYED METAL, Muhaisnah 4, UAE (May, 2011 to August 2015)
· Handles daily accounting transaction including cash and deposit to bank.

· Maintain daily entries, invoicing and LPO
· Prepare bank reconciliation on daily basis.
· Prepares cash reconciliation on daily basis.
· Maintain employee’s salary account including all related data of leave salary and gratuity accordingly.

· Assist in payroll administration and salary disbursement(WPS)

· Closing of books every end of the month.

· Maintain employees individual files. (Passport, Labor contract, Individual employees Declaration )

· Coordinate PRO for all expired passport, visa’s, labor contract, vehicle registration & trade license for renewal to Immigration/Labor office.

ACCOUNT ASSISTANT

SWASH WATER PURIFICATION, LLC,  Dubai, UAE  (October 2006-Dec 2010)
· Report directly to the Manager for the daily cash received, cheques and disbursement.

· Cooperates, coordinates and communicate to sales staff and customers.

· Review cash reports and prepare necessary reports.
· Prepare salaries for all employees and sent it to the Chief  Accountant for signature.

· Monitor daily production of bottled water and entered the same in production ledger.

· Prepares monthly statement of accounts receivable  and follow-up payments.

· Posting  all subsidiary ledger.

· Maintain important documents and  keep intact in vault .

· Issued receipt voucher, payments voucher and invoices to customers.

· Prepares cash/cheques withdrawal and deposit slip.

· Actual Inventory for stock in warehouse and reconcile against the record.
· Posting of journal voucher every end of the month.

· Does secretarial function , reception and telephone operator.

ADMINISTRATIVE ASSISTANT:
 LGU-SARANGANI,  General Services Office, Alabel, Sarangani Province, Philippines
(June 2000 to August 2006)
· Prepare leave of absences, salaries  and claims of employees 

· Process LPO, Quotation and payment voucher

· Conduct Annual inventory of Equipment and  Fixed assets issued to different department.
· Prepares report for the inventory conducted and submit to Commission on Audit.
ACCOUNTING CLERK:

LGU- SARANGANI , Accounting Office, Alabel, Sarangani Province Philippines

(February 1994 to May 2000)

· Prepare report and remittances of monthly deduction of employees
· Maintain employee’s individual  subsidiary ledger.
· Reconciles subsidiary ledger and submit to the Chief Accountant during closing of books.
· Prepare journal voucher.

· LOCAL GOVERNMENT FINANCIAL ACCOUNTING

Conducted by: Commission on Audit (June 11-22, 2001)(80 hrs)
· SEMINAR ON WORKSHOP ON RECORDS MANAGEMENT
Conducted by: Records and Achieves Management (Dec. 5-7, 2000)(24 hrs)
· INTERNAL CONTROL SYSTEM AND EVALUATION
Conducted by:  Commission On Audit. (July 6-17, 1998) (80hrs)
· SUPPLY AND PROPERTY MANAGEMENTSEMINAR

Conducted by: Commission on Audit(May 20-31, 1996)(80hrs)


SEX




:  FEMALE

NATIONALITY


:  PHILIPPINES
MARITAL STATUS


:  SINGLE

LANGUAGE KNOWN

:  ENGLISH & PILIPINO

HEIGHT



:   5’3

WEIGHT



:  58 KG  

AUTHENTICATED DIPLOMA/TRANSCRIPT OF RECORD FROM U.A.E EMBASSY IN THE PHILIPPINES ARE AVAILABLE UPON REQUEST.  I HEREBY  CERTIFY THAT THE ABOVE NFORMATION IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE.
OBJECTIVES:





EDUCATIONAL QUALIFICATION: 








PERSONAL ATTRIBUTES:








WORKING EXPERIENCE:








TRAININGS, SEMINARS AND CONVENTION ATTENDED:





PERSONAL PROFILE:





DECLARATION:











