[image: image1.jpg]


[image: image2.jpg]


MA. ROSANA
ROSANA.114172@2freemail.com 
 
​​​​​​​​​​​​​​​​​​​​​​
NAME OF COMPANY

ATHENA SA

 




CENTRAL REPAIR YARD





KHORFAKKAN  SHARJAH, UAE
POSITION



ACCOUNTANT & ADMINISTRATOR
PERIOD COVERED

March 25, 2008  to April 26,2010
· Preparation of monthly Manpower Report.

· Preparation of Daily, Weekly & Monthly Time Sheet.

· Monitors & Updates employees status and files.
· Documentation of all the required certificates for the 29 vessels owned

· by Athena. Ensures that all required certificates were not expired.

· Monitors the date of issuance and expiration of all the certificates and
apply for the renewal when expired.  
· Coordinates with the Shipping Agency for the processing of Outward & Inward Clearance of the vessels. 
· Coordinates with the Port Control, Surveyors & Ministry of Transport.

· Compilation of all the list of Seaman, Tugboat ,Operators, Chief Engineers & Captains including their passport, seaman  book & seaman card.
POSITION



ACCOUNTANT

PERIOD COVERED

MARCH 28, 2007 TO March 2008
· Prepares Bank Reconciliation Statements.
· Prepares Reconciliation Statement of Suppliers Account

· Checks the accuracy and correctness of balances in suppliers statement of accounts.

· Coordinates with the suppliers for payments and released of checks.

· Prepares the checks and Summary of daily reports for the checks issued.
· Monitors the issuance of post dated checks.
NAME OF COMPANY   :     UNITED COCONUT PLANTERS BANK




              MAKATI AVENUE, MAKATI CITY, PHILIPPINES

POSITION

       :     HEAD – RECONCILIATION SECTION   
PERIOD COVERED       :    JANUARY 1, 2005 – FEBRUARY 2007
· Checks and recommends approval of Reconciliation Statements, Referral Memos and Monthly Summary of Floats & Aging Reports.
· On reconciliation of Due from HO/Branches accounts, Inter-Office accounts, Local and Foreign Bank accounts. 

· Directs, guides, trains, motivates and evaluates job performance of staff.

· Monitors the performance of the section relative to set goals, operational efficiency, control measures, areas for improvement and recommends course of action.
· Directs supervision of work and updates staff of any changes in bank policies, procedures and controls for implementation.

· Administrative functions such as preparation of performance appraisals and recommends approval of overtime, supplies requisitions, Fixed Assets Requisitions, Leave of Absence and Cash Disbursement Vouchers.

POSITION                       :     SUPERVISOR

PERIOD COVERED       :    JANUARY 2000 – DECEMBER 31, 2004

· Responsible for the supervision of Reconciliation Analysts and overall monitoring of the reconciliation of Foreign Bank Accounts to determine inter-relation of float items to avoid accumulation of float items and detect fraudulent transactions and/or irregularities.

· Reconciles the  Loan Accounts schedules  (Accrued Interest Receivables, Past Due Loans, Items in Litigations, Accounts Receivable, Accounts Payable, Bank Premises and Fixed Assets) ) of all  branches and departments concerned

· Prepares Performance Appraisal Reports of Reconciliation Analysts.  Monitors compliance of    subordinates on bank administrative rules.

POSITION


:  RECONCILIATION ANALYST
PERIOD COVERED
:  OCTOBER  1994 – DECEMBER 1999
· Prepares the daily Reconciliation Statements of  Foreign Bank Account.

· Checks accuracy, completeness and reliability of daily Reconciliation Statements, Referral       Memos, Cable Messages.  Ensures that all float items are completely and correctly reflected in Reconciliation Statements and that Referral Memos and Cable Messages are sent promptly.

· Analyzes inter-relation of floats among other Foreign Bank Accounts.  Identifies possible  errors in postings, double postings or erroneous entries either by branches, HO Units or Foreign Banks.

· Responds to queries of branches and HO Units on issues relative to adjustments and other problems   of HO Units and Branches to eliminate / resolved float items.
NAME OF COMPANY   :  ACTIVE REAL ESTATE COMPANY




           SEN GIL PUYAT ST., MAKATI CITY, PHILIPPINES

POSITION                       :    AUDITOR

PERIOD COVERED       :   1992 -1994
Responsible for the verification of  Deeds of Absolute Sale, Contract to Sell, Special Power of Attorney and other important documents needed.

Checking the correctness of commission released and updating the prices of house & lot given as approved by the management.

NAME OF COMPANY   :  SECURITY DINERS INTERNATIONAL CO. 



        SEN GIL PUYAT ST., MAKATI CITY, PHILIPPINES

POSITION                       :     RECONCILIATION AUDITOR
PERIOD COVERED       :     1990 – 1991

Responsible for the reconciliation of credit card transactions of Security Diners Int’l Company against Security Bank & Trust Company and verification of Cardholders’ Statement of Accounts, official receipts and other important documents needed  to check the validity/correctness of the transactions. 

EDUCATIONAL ATTAINMENT:


Course

BACHELOR OF SCIENCE IN COMMERCE





Major in ACCOUNTING



( June 1986 – March 1990 )


College
Polytechnic University of the Philippines

PERSONAL DATA:

Age


:
40 years old

Gender


:   
Female

Citizenship

:   
Filipino

Language Spoken
:   
Filipino and English


Visa Status

:
 Employment 
Figure � SEQ Figure \* ARABIC �1�





Figure � SEQ Figure \* ARABIC �2�








