CALIP


                                      
Calip.1505340@2freemail.com                                                                                 
___________________________________________________________________________ 
CAREER OBJECTIVE:
To be employed in a position with full of challenges that will strengthen and guarantee my capabilities, knowledge, skills and potentials that might supply to the success of the company to the extent of my awareness, expertise and technical know-how.

HIGHLIGHTS OF THE QUALIFICATION:
· Expertise in software functions such as, Microsoft Office Word, Excel, Power Point and Peachtree Accounting, Tally ERP9 and Mass Accounting Software.
· Liable in reaching success with high vigor and intellectual manner to be trained and extremely motivated for career improvement.

· Effective and efficient in operational and running in comparable not only as a team leader and as a team member.

· Good in written and oral communication.

· Flexible and able to grasp diversity of jobs, well thought-out, reliable and trustworthy person.  
WORK EXPERIENCES:
DEVELOPMENT MANAGER/ACCOUNTANT 
March 1, 2016 to March 30, 2017 – Supreme Buildmax General Trading LLC (Dubai, United Arab Emirates)

· Checking all sales report, verification of the same and posting the necessary entries
· Prepare sales analysis report as per management required
· Ensure collection is deposited on daily basis and necessary entry on the system

· Liaise with showroom staff for any sort of clarification in the daily sales 
· Daily reconciliation all credits, and cash sales 
· Transact daily bank related deposits and credit card reconciliations

· Handle company petty cash

· Handle Accounts receivables and payables
· Maintain proper record of gift voucher sales

· Handle daily cash/cheques collection, Sales and Purchases
· Prepare Supplier’s cheque payment as per payment term
· Prepare Daily Bank Reconciliation

· Prepare Suppliers Statement of Accounts
· Prepare Staff annual leave pay / schedules /end of service
· Prepare Monthly Staff Payroll/ WPS/ SIF files

· Handles Staff personal profiles

· Handle PRO for visa process/travel ticket/medical docs/passport renewal and visa cancellation as needed

· General PA/ Secretary to the Managing Director-CEO
ACCOUNTS & ADMIN / HR
April 2013 to February 28, 2016 – Aquarium Concepts LLC (Dubai, United Arab Emirates)

· Handle Accounts receivables and Accounts payables
· Handle Petty cash and Posting in the system
· Prepare maintenance invoices of clients 

· Prepare monthly consumable invoices of clients

· Prepare Sales Report Daily & Monthly

· Monitor Daily collection and Daily Sales 

· Prepare and Post month end entries

· Prepare statement of accounts, on Peachtree Accounting accept cheque payments, issue receipt vouchers and encode invoices on Peachtree. system
· Prepare Bank reconciliation
· Transact Daily Bank Deposits 
· Prepare PO & GRN

· Making accurate, rapid cost calculations and providing customers with quotations.

· Prepare Staff annual leave schedules 

· Prepare Monthly Staff Payroll/ WPS/ SIF files

· Handles Staff profiles

· Handles international shipment documents like packing list, Pro-forma invoice, Airway bill, Custom clearance. 

· Handles phone calls & email inquiries
 SALES COORDINATOR 
January 2011 to January 2013 - Blastline LLC (Dubai, United Arab Emirates)
· Maintaining and developing relationship with existing clients in person via telephone calls and emails. 
· Arranging meetings with potential client to prospect for new business.
· Providing sales and administrative support involving efficient handling of top and confidential agreements. 

· Supporting the sales team in attaining sales performance to meet or exceed sales targets.

· Communicating with the Sales Manager for status of orders and position of sales.

· Negotiating on price and costs, delivery and specifications with the buyers.

· Making accurate, rapid cost calculations and providing customers with quotations.

· Preparing daily, weekly and monthly proposals, agreement and sales report.
· Send emails to the customer reference to their inquiry, clarification to their quotations and follow up; convert the quotations into sales.

· Call clients and ask for the LPO’s.

· Call Sales Executives for cheque collection.
· Prepare statement of accounts, on Peachtree Accounting accept cheque payments, issue receipt vouchers and encode invoices on Peachtree Accounting.
· Monitor clients on their latest trade license and credit limits.
· Collecting, analyzing, evaluating and accounting the information in order to increase productivity of sales.
· Assist in the implementation of sales strategy as prepared by the Sales Manager.
· Assigned: For the process of Importation of Dangerous Drug Clearance in   Dubai Municipality.
(Philippines)
MARKETING OFFICER 


August 2003 to October 2010 - Tuguegarao Memorial Incorporated.
· Charge with sales of memorial lots & collections.
· Conduct orientations, seminars inside & outside office premises.

· Prepare collection letters, deliver &   monitor developments.

· Discuss the terms & conditions, mode of payments.

· Tripping clients to the actual site of lot purchase.

· Perform other functions assigned from time to time.

CASHIER
May 2001 to July 2003 -RG Construction & Real Estate Co. Tuguegarao City, Cagayan

· Prepare daily collection reports.

· Disburse weekly payroll of employees.

· Reconciles bank statements

· Disburse cheques for agent commission payments.
· Pay company bills by cash, vouchers, or cheques
SECRETARY

Oct.1999 to April 2001-Phil.American Life & General Insurance. Tuguegarao City, Cagayan             

· Receives incoming calls & provide general information in response to questions from customers.

· Answer different line phones system & routed calls appropriately.

· Process incoming / outgoing facsimiles & correspondence.

· Provide necessary assistance to various customer needs.

· Prepare various reports such as incidents reports & others.

· Prepare cheques commissions of company agents. 

· Recruits people/clients to be insured (accident and life pension)

· Inform clients on their due dates (mode of payments)

· Assist clients with their needs and queries.
TELLER/LOANS BOOKKEEPER/CASE FILER

October 1996 to Sept 1999 – Prime Savings Bank, Tug. Br. Tuguegarao City, Cagayan

· Receives cash deposits & issues official receipts for loan payments, SSS payments.

· Disburse / Pay cheques for encashment.

· Reconciles daily transactions (deposits, encashment, withdrawals, loan collections).

· Prepare daily cash & cheques summary sheets.

· Reconcile daily collection summary.

· Prepare collection letters for past due accounts.

· File documents to overdue & matured accounts for court litigation.

· Attend court hearing for settlements

TOURISM   INFORMATION COUNSELOR
Sept.1995 to Sept.1996 – Department of Tourism, Regional Office2, Tug. City, Cagayan
· Answer questions & provide information specific to region or site.

· Distribute promotional materials
· Promote tourism products
· Provide necessary assistance to various clients needs.
· Encourage new & return visits.
· Gather information & develop new resources
· Perform Administrative task.
· May also stock & sell merchandise & handle cash transaction
PROGRAM CLERK

June 1993 to August 1995- Plan International Cagayan Phil., Tuguegarao City, Cagayan

· Encode travel expenses report of employees under the department.

· Provide Support to the Administrative Assistant in insurance of cheques to employees & various supplies.

· Encode various schedules such as inventory listing.

· Prepare monthly foreign purchase report/international accounts.

· Maintain general ledgers & financial statements, post journal entries, prepare trial balance of books.

· Reconciles accounts, calculates & prepare cheque for payroll.

· Prepare other statistical financial & accounting reports, control inventory, calculate fixed assets & depreciated.

· Prepare tax return.

SECRETARY 

April 1992 to May 1993 ​-Iligan Realty Corp. Don Roces Ave. Quezon City, Manila

· Provide Secretarial & Administrative Support to the office of the President.

· Prepare monthly payroll of all employees under the department

· Prepare monthly update of cash receipts & petty cash vouchers.

· Prepare monthly expenses report & employees request for payments.

· Maintain & organized filling systems for easy retrieval of records

· Receives incoming calls & provide general information in response to questions from customers.

· Answer different line phones system & routed calls appropriately.

· Process incoming / outgoing facsimiles & correspondence.

· Provide necessary assistance to various customer needs.

· Prepare various reports such as incidents reports & others.

· Prepare cheque commissions of company agents. 

· Recruits people/clients to be insured (accident and life pension)

· Inform clients on their due dates (mode of payments)

· Assist clients with their needs and queries.

OTHER PART-TIME JOBS:
CAREGIVER 
May 2009-November 2010 – St. Paul Hospital, Tuguegarao City, Cagayan
· Administers oral, sublingual, nasal, rectal and parenteral medications.

· Assist surgeon in minor surgical procedures
· Do wound dressing

· Assist house parent in providing personal care to residents such: bathing, feeding, and assist in their personal hygiene.

· Assist house parent in cleaning the cottage and its surroundings.

 SALES MARKETING
Avon / Personal Collections - Selling Cosmetic Product

Tupperware /Fuller Life – Selling Products/ Demo the product benefit


 
Evergreen/Spirulina – Selling Herbal Products/ Home and Health
EDUCATIONAL ATTAINMENT: 

November 2008-April 2009
Caregiver Course (with TESDA- NCII license)



CPV Caregiver Training School

Tuguegarao City, Cagayan, Philippines

March 1997-1999

Master in Business Administration




University of Cagayan Valley




Tuguegarao City, Cagayan, Philippines

March 1993-1996

Bachelor of Science in Commerce





Major in Banking and Finance / Accounting





Cagayan Colleges Tuguegarao






Tuguegarao City, Philippines





Best Banking and Finance Student of the Year





Outstanding Off-Campus Student of the Year





Loyalty Awardee
Summer 1993


Computer Literacy Course

Modules II and III EDP/SPREADSHEETS/GRAPHICS




Navarro Computer College




Tuguegarao City, Philippines

March 1990-1992

Junior Secretarial Course

 



Cagayan Colleges Tuguegarao





Tuguegarao City, Phillipines

PERSONAL INFORMATION:



Nationality


:
Filipino

Gender



:
Female

Civil Status


:
Married

Language


: 
English, Tagalog
Driving License

:
U.A.E. Driver License
