FERDINAND
Ferdinand.14896@2freemail.com
	GENERAL ACCOUNTANT


With more that five years experience in Accounting with expertise in preparing monthly financial reports and auditing works. With admin skills, managerial services, and managing general office duties. 
With a strong organizational, communication and inter - personal relation skills with knowledge of computer applications. Fluent in English language both written and oral.  Highly trustworthy, ethical   and discreet.  Confident in interaction with individuals from a variety of cultures and able to work with less supervision. Keen on details and accuracy, and committed to meet deadlines. 
	EDUCATION


Bachelor of Science in Accountancy   



2002

     University of the Assumption, San Fernando Pampanga Philippines   



	PROFESSIONAL EXPERIENCE


	General Accountant
	Feb 2007 up to present

	   IMS Dubai LLC,  Dubai UAE

	

	Accounts Assistant
	  Jul 2006 – Jan 2007

	   INCO International, Jebel Ali Free Zone, Dubai UAE

	

	Internal Auditor (Promoted)
	   Apr 2005 – Jun 2006

	      Bank of Florida, Pampanga Philippines
	

	Accountant
	   Mar 2005 – Apr 2005

	      Bank of Florida, Pampanga Philippines
	

	Loan Subsidiary Clerk
	   Dec 2003 – Mar 2005

	   Bank of Florida, Pampanga Philippines

	

	Posting Clerk
	   Jun 2002 – Nov 2003

	   Bank of Florida, Pampanga Philippines

	


	PROVEN JOB ROLE


 General Accountant

· In charge of daily transactions

· Prepares Sales Invoices and Receipts of Payment

· Encoding of Purchase invoices and other daily transactions to Tally Accounting System

· Prepares checks for bill payments

· Follow up and collect payments from the clients

· Responsible for the quotations of the shipment going abroad and arrange the shipment of the product

· Handles payables and receivables

· Handles monthly Payroll for all the employees

· Doing monthly stock inventory

· Prepares Cash flows, Sales vs. Purchase Report to check the Gross Margin

· Prepares monthly reports such as Profit and Loss, Bank Reconciliation and Balance Sheet Statement

· Provide general office functions such as: sorting and routing mail, operating office equipments such as photocopying, faxing, scanning and distributing materials and documents

· Maintaining files, database and other records. 
· Process reports accurately and timely on daily basis.
· Preparing correspondences and reports to all the managers, researching and compiling information.

· Perform inventories of office supplies and makes requisition for their purchase.

· Provide support to other function holders within the organization as needed.

· In charge in petty cash expenses incurred by the authorized personnel.

· Other duties as directed.

Accounts Assistant
· Maintain office efficiency through the preparation and submission of reports

· Ensure client satisfaction through relationship development.

· Prepare checks, receipts, and invoices for company suppliers

· In charge in encoding entries of daily transactions in the accounting software
· Maintain files of the accounting department

· Assist the chief accountant in preparing monthly financial reports

Internal Auditor
· Assist Management Trainee and Compliance Officer in the planning and designing of the Audit system / procedures and programs

· Assist in planning theory and scope of audit

· Conducts regular audits  and as per request from Strategic Banking Units and other Departments

· Check compliance with established accounting and administrative control and organizational policies

· Prepares audit reports for submission to the Board of Directors (BOD) through the President

· Recommends methods / corrective measures to improve / strengthen operations or systems of internal control

· Do semi- monthly checking of payroll of 11 branches and all the departments of the bank

· Maintains files of Internal Audit Department

Accountant

· Prepares daily, monthly, quarterly, and yearly tickets (includes journalizing entries)

· Prepares monthly, quarterly and yearly financial statements (Balance Sheet, Income Statement and Bank Reconciliation Statement) 
· Prepares proofsheets for daily transactions
· Maintain files for cash and checks deposit and withdrawal slips
Loan Subsidiary Clerk

· Responsible in maintaining and safekeeping of Borrower's Credit Files

· Sends reminder letters to borrowers for the submission of required documents every year
· Prepares Promissory Notes and Disclosure Statements to be signed by the Borrowers

· Post borrowers payment in the subsidiary ledgers

· Prepares monthly, quarterly, semi-annual and yearly reports

Posting Clerk

· Acts as New Account Clerk for Savings, Current and Time Deposit
· Prepares daily, monthly, and quarterly reports on CASA and TD and maintain files of the said reports

· Post all CASA and TD transactions
· Post debit and credit memos
· Prepares daily and month-end tickets, debit and credit advices
	SKILLS / ABILITIES


· Math & Problem – solving skills.

· With knowledge in Tally Accounting System

· Window-based office and Image-processing software, Database, Oracle and MS applications (word – 44 words per minute, excel, PowerPoint, internet, email programs)

· Has a commendable technical skill for both written and oral communication.

· A wide reader, willing to expand learning and willing to undergo training with less supervision.

· Possesses leadership skills and recognize authority.

· Has a deep sense of responsibility, and great respect for the profession and colleagues.

	PERSONAL DETAILS


Nationality:  Filipino

              Age: 26 
                        Status: Single

Visa Status: Company Visit Visa             Language: Tagalog & English
                                                 
	REFERENCES


Provided upon request

