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	Experience
	PRESENT

Engaged in rendering services such as :

Accounting and Bookkeeping .

Statutory Audit  Report  and Tax Compliance Audit  Report

2008 to 2010 – Accounting Manager –Trading Corp

DUTIES AND RESPONSIBILITIES

1. Over-all supervision of the accounting department and its sub sections.

2. In charge in the supervision of the preparation and filing of all government required reports.

3. Supervision and preparation of payroll.

4. Preparation of monthly financial statement and other related accounting reports.

5. Prepare a report on the company’s expense per month or quarterly.  Should create an annual expense budget base on historical records.

6. Oversee government transactions (e.g. BIR)

7. Ensure that all scope of staff KRA’s are properly implemented accordingly.

8. Suggests and recommends possible ways to enhance internal control system being implemented.

1999 to 2003 – Financial Assistant – PLDT Co.

Maintains fixed assets records in Smart Streams Asset Management Module for Motor Vehicles, Special Purpose Vehicles, Buildings, Large Private Branch Exchanges, Division Accountability – Work ,Tools & Test Equipment

Analyzes and reconciles all transactions pertaining to fixed assets, including depreciation, acquisition, capitalization, retirements, transfer and recovery

Maintains master, validation and reporting tables of Smart Streams Asset Management



	
	March 1996 – 1999
 Bookkeeper


Maintenance of Subsidiary Ledger of Account 200302 

(Materials In Transit)

· Maintains subsidiary ledger record of Account 200302 (Materials in Transit by logbook and estimate number, determines charges as to material (local or foreign), labor, overhead, interest, forex and other charges and reconciles with the general ledger.

· Analyzes and verifies transactions related to account handled.

· Prepares Journal Vouchers 

JV 62-A_3 – Miscellaneous Adjustment

JV 62-A-9 , 10 & 11– Forex Differential on various foreign Loans

JV 87 – Interest on Telecommunication Plant Under Constructions.

· Prepares schedules together with analysis for Fire Insurance Coverage, SGV Schedules.

1992-1996


Maintenance of Subsidiary Ledger of Account 2341

(Private Branch Exchange – Switchboard)

· Maintains subsidiary ledger records of account 2341 by subscribers, determines charges as to labor, materials. Overhead and other charges and reconciles with the general ledger.

· Analyzes and verifies transactions related to account handled .

· Ascertains that the recorded PABX/PBX equipment actually exists in the subscribers address/location recorded in subsidiary ledger card and that insurance coverage is adequate.

· Prepares Journal Vouchers :

JV 62-A – Miscellaneous Adjustment

JV 68-A-1 – Retirement of Defective Switchboard

JV 68-A-3 – Retirement of Working  (Good ) Switchboard

· Prepares Schedules of PABX/PBX – SGV, Insurance , Rate of Investment report.

1989-1992


Maintenance of Subsidiary Ledger of Account 2122 – Office Furniture, 2123 – Office Equipment and 2124 – General Purpose Computer

· Maintains subsidiary ledger of the three accounts.

· Analyzes and ascertain the correctness of charges.

· Assign property tags number and confirmation memo.

· Prepares Journal Vouchers :

JV 62-A-7 – Miscellaneous Adjustments

JV 68-B-1 – Retirements of Office Furniture, office equipment and computers.

· Prepares SGV schedules, Fire Insurance Schedules and Appraisal Schedules.

· Prepares cost certification  for lost accountabilities requested by Security Division for purpose of investigation and billing.



	Birth Date
	January  14, 1964

	
	

	Education
	1980-1984
Polytechnic University of the Philippines

· Bachelor in Accountancy

	Computer Skills
	MS Access , MS Office.

	Others
	Associate Pastor – Community of the Resurrected Christ, Int’l. Inc.
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