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OBJECTIVE

To acquire a challenging job seat in which I can use all the knowledge and work experience I’ve learned in practicing my chosen profession with full honesty, integrity, and passion.
SUMMARY OF QUALIFICATION
· Seven Years of work experience in the fields  of accounts/audit/finance
· Related work experience as bank teller
· Highly dependable, resourceful, organized, punctual and efficient

· Able to prioritize workloads and meet deadlines

· Fast learner, hardworking and having own initiative

· Computer literate
JOB PRACTICES
· Accountant






_____________________________________________

Exchange – Main Office

Dubai, United Arab Emirates


September 2007 - Present

· In-charge of all daily bank transactions such as preparing cash and cheque deposits as well as  withdrawals, preparing telegraphic transfers to customers in accordance to Anti-Money Laundering Rule, posting of cheque issued to customers and reconciling account balance, and provide company account balance to be forwarded to managing director. 

· Handles cash payments and cash receipts as per approval of managing director.

· Prepare and Summarize daily cash flow of three (3) branches and see to it that all entries has corresponding voucher duly signed by authorized manager.
· Update and reconcile transactions from Western Union, Express Money, Instant Cash, IndusInd Bank Remittance (India), TransFast Remittance (Philippines), Foreign Currency Balance  and other related accounts.

· Secure that all cash transaction has corresponding documents with authorized signatory.

· Conduct random cash audit to secure balance of cash on hand of cashier as per system balance.
· Prepare profit and loss statements and monthly closing and cost accounting reports.

· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions. 
· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures. 
· Monitor and review accounting and related system reports for accuracy and completeness.
· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents.
· Analyze revenue and expenditure trends and recommend appropriate budget levels, and ensure expenditure control.
· Explain billing invoices and accounting policies to staff, vendors and clients. 
· Recommend, develop and maintain financial data bases, computer software systems and manual filing systems. 
· Resolve accounting discrepancies. 
· Interact with internal and external auditors in completing audits. 
· Other duties as assigned by chief accountant.
· Accountant 




_________________________________​​​​​​____________________________

Muffin Break
Dubai, United Arab Emirates



March 2007 – May 2007

· Prepare and summarize daily sales reports to be forwarded to managing director.

· Prepare cash payments and cash receipts as per approval of managing director.

· Coding and entering accounts payable, preparing payments (cheques) for signature, invoicing, managing accounts receivable and/or customer account collections, 
· In-charge of inventory control and file management 
· Handles purchase orders and in-depth relations to suppliers and customers.
· In-charge of company supplies and allotment to branches.
· Other duties required by managing director.

· Internal Auditor - Inventory





_________________________________       Watsons Personal Care Store Inc.

Pasay City, Philippines


August 2005 – January 2007
· Check all financial reports against its compliance with both the internal financial management handbook and pertinent accounting standards, including regulatory requirements.
· Check and reconcile  posting of daily sales report if tally to posting  of corporate merchandise management system report  
· Conducts comprehensive physical count inventory counting, managed branch count standards and provide measures as per company approval.
· Reconcile incoming and outgoing branch inventory transfers posted to corporate merchandise management system.  
· Assess branch inventory loss, provide findings and measures.
· Provide physical count findings and recommendations to be forwarded to Financial Manager.
· Report to Financial Accounting manager any unusual findings. 
· Other duties required by accounting manager.
· Audit Staff - Inventory






____________________________________

Foodsphere, Inc.

Valenzuela, Philippines


November 2004 – May 2005
· In-charge of documentation and checking of incoming and outgoing stocks as per invoice.

· Counter checked stock summary reported by warehouse manager and report pertaining discrepancy

· Perform day to day checking of stocks before transmitting to branches / agents.

· Supervise quarterly and year-end inventory audit.

· Report substantial stock loss and findings  and provide recommendation to top management.

· Other duties required by audit manager

· Teller – Front Desk






___________________________________

Standard Chartered Bank

Makati City, Philippines



June 2004 – October 2004

· Performs daily cash transaction to customers – deposits and withdrawals.

· Handles customer’s cheques for clearing to banks.

· Attends customers inquiry regarding cash and cheques transaction.

· Replenished ATM balances and consolidate on daily basis.

· Balance cash received and replenished.

· Assist supervisor on daily routine of works

EDUCATION

· University of the East

Samson Road, Caloocan City, Philippines

BS - Management Accounting


2000 - 2004
TRAININGS and SEMINARS

· Anti - Money Laundering Compliance

Al Dahab Exchange, Dubai, United Arab Emirates


September  2007

· Special Topics on Management Accounting System / SFAS updates
University of the East, Caloocan, Philippines


October 2003
ORGANIZATIONS

· Junior Philippine Institute of Accountants

University of the East – Caloocan 


Member, 2000 - 2004

· Rotaract Club

          University of the East – Caloocan 


Member, 2003 - 2004
COMPUTER SOFTWARES
Accounting Software:

Tally, CASMEX, EXMAN (Exchange Management), SYMEX, (MMS) Merchandise Management System 
MS Office:


MS Word, MS Excel, MS PowerPoint

Others:


Internet, Adobe Photoshop, Paint

PERSONAL

Birthday:



25 August 1983

Civil Status:


Married

Citizenship:


Filipino

Religion:



Roman Catholic

Height:



5’11

Weight:



69 kg

REFERENCES
References available on request










