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SUMMARY OF QUALIFICATIONS
· Attained a Bachelor’s Degree of Business Administration major in Financial Accounting from Araullo University – Phinma Education Network, June 2008
· Knowledgeable in full accounting cycle such as general accounting, accounts receivable, accounts payable & Financial Reporting
· Experienced in working in Accounting Software such as UBS (well known in Malaysia) and SQL.

· Proficient in using MS Office Applications such as PowerPoint, Excel, Publisher and Word.
· Adapted and modified existing systems to meet changing requirements and to comply with new legislation

· Fast learner with minimum supervision required.
· Work well with individuals and ability to fit into dynamic culture
· Highly adaptable, quick learner  and ability to work across all functional areas
PROFESSIONAL EXPERIENCE

PTIT SDN BHD ( Reg No. 586141 W )

Lot 2-53 & 2-55, Lion Industrial Park, Phase 2, Jalan SU8, Seksyen 22, Off Persiaran,

Tengku Ampuan, 40300 Shah Alam, Selangor Darul Ehsan, Malaysia

ACCOUNT EXECUTIVE

Eignretep Sdn Bhd

A logistics company that handles conventional shipping arrangements, cargo consolidation and distribution services from West to East Malaysia.   

August 18, 2014 – October 31, 2016
Management Reporting 

· Responsible for ensuring the accuracy and validness of Sales Report and Collection.

· Monitors aging of receivables and compiles the cash collection report. 
· Prepares sales and collection analysis, comparing direct sales to collection and the percentage increase or decrease.  

· Preparing, confirming and the main person in charged in undertaking Monthly Account Closing for EBS Branches and other Companies handled. 

Reconciliation of accounts 

· Clears off inter-company balance discrepancies. 

· Reconciles suppliers and customers ledger and sub-ledger balance in UBS. 

Accounting

General Accounts

· Maintain general ledger & journal entries including accruals, prepayments and intercompany entries
· Accounts reconciliation including intercompany transactions and sub-ledgers for Account Receivable & Account Payable.
· Mainly in charge in doing monthly Bank reconciliations.
· Daily monitoring of Cash flow.
Accounts Receivable

· Perform accounts receivable collection activities including month-end closing
· Reconcile and resolve disputed account balances
· Maintain accounts receivable reports and generate aged accounts receivable reports as required
· Monitor customer account details for non-payments, delayed payments and other irregularities and address to other player in charged for collection
· In-charge in processing of sales invoice for selected subsidiaries
· Oversee accounts receivable reconciliations & month-end closing for branches
Accounts Payable

· Prepares check voucher & check for payment approvals
· Communicate with suppliers via phone and email
· Reconciliation of sub-ledgers
· Oversee accounts payable settlement of branches including verification of check payments
Billings

· Issuing of Tax Invoices billings monthly.
· Allocation, preparation and distributions of Monthly Share cost Utility Billings.
· Assuring and monitoring on the each Tenant Contracts.
Garbes Olalia Trading Corporation-Exclusive Distributor of Monde Nissin Corp.

An exclusive Distributor of Monde Nissin Corporation in Nueva Ecija and Aurora province.

Purok 1, San Isidro, Cabanatuan City,Nueva Ecija, Philippines
ACCOUNTING SPECIALIST (ADMIN) / CLAIMS 
August 2008 – August 2014
          The incumbent shall be responsible in handling accounting, bookkeeping and other administrative duties of the distributor organization. She shall be the person in-charge of the financial facets of the organization, with the direct supervision of the Accounting Supervisor & distributor owner.
*Internal Audit
· Checking of daily Posted Account Receivables from Windows Monde Nissin Database System through sales representatives remittances to balance the collection of the sales representatives whether booking or truck against the actual sales.
· Approves Sales order of every customers with the help Customer Outstanding Balance reflect the current balance that have not yet been paid in the absence of AS.
· Submits monthly outstanding receivables report to the AS & distributor owner using module of WMNDS to measure the current balance for each costumers as receivable.

*Billings & Payments

· Prepares and submits Credit Memo/s to MNC.
· Prepares payment claims for display allowances, CCDA, trade support, and listing fees.

· Prepares payment vouchers for billings from suppliers in the absence of Cashier.
· Daily posting of payments and supplier credit memo to MNC using module from the WMNDS.
*General Accounts & other Responsibilities

· Encode all necessary accounting entries to general ledger.
· Reconcile stock transfers and participate in inventory physical count monthly both trucks and Warehouse.
· Submits monthly financial reports to the sales supervisor and distributor owner.
· Prepare Financial Statement and submit to Accounting Supervisor and Distributor owner.

· Filing and safekeeping of Accounting Journals, Ledgers, and Logbooks for reference.
· Filing of Billing Statements, payment receipts, and other documents necessary for audit verification and references.

*Taxes and Other Government Compliance

· Provide alpha list of annual expanded withholding taxes & taxes on compensation using prescribed BIR report format.
· Provide supporting documents attachment for registration of loose-leaf books yearly.
· Provide supporting documents attachment for renewal of business permit.

SALES CLERK/SUB-DEALERS and INDEPENDENT PARTNERS PERSONNEL

August 2008 – September 2011

*Sales Performance

· Acts as a support on a per distributor basis in generating, consolidating and in ensuring the provision of complete, accurate, reliable and prompt (CARP) sales information on SD & IDP operation.
· Encoding of Sales invoices from Windows Monde Nissin Database System for SD’s Sell in.

*System Maintenance & others responsibilities

· Responsible in add, edit and deletion of costumer info, Outlet, Territory, and Salesman.
· Update Item Code to update items and prices in MNDS Dos base.
· Update Correct Active Customer Count & Master List of Account (No double encoding/ double count)
· Performed system development and other upgrades required by the Supplier.

Key Performance Measures: Works within the set data template, Reports submitted based on agreed deadlines & Completeness and accuracy of reports.
EDUCATION

ARAULLO UNIVERSITY – PHNMA EDUC NETWORK, Cabanatuan City, NE
June 2004 – June 2008
Business Administration major in Financial Accounting
PERSONAL DATA

· Born April 13 , a petite 5’1 groupie who loves being around people.  A passionate reader who loves to try out new things and enjoys living life to the fullest. Highly flexible, willing to learn, be trained and work long hours.

