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CAREER OBJECTIVE
To become part of the organization where I can apply my knowledge, enhance my skills and be able to contribute in the growth and success of the organization.

WORK EXPERIENCE
Company Name 

:
Advanced Business Computer LLC (U.A.E)
Position


:
Accountant
Period

   
: 
(November 20, 2011 – November 20, 2013)
· Reconcile cash receipts and prepare the bank deposit daily.
· Prepare bank reconciliation
· Reconcile  POS transaction
· Recording journal entry and month end adjusting entries
· Handle Accounts Payable/ Reconcile vendor statement and payment processing
· Handle Accounts Receivable/ Customer collection and receipt preparation.
· Maintains files, including filing of Sales Invoice, Receipt, Checks, check Voucher, Purchase Order and other miscellaneous filings. 
· Handle payroll processing and entries
Company Name 

:
Gourdo’s, Incorporated (Philippines)
Position


:
Accounting Assistant

Period

   
: 
(August 19, 2008 – April 14, 2011)

· Act as Petty Cash Custodian and prepare weekly liquidation report

of Petty Cash Fund.

· Generate Detailed Sales Reports of all suppliers under consigned

items using RMS (Retail Management System) for local suppliers

and Barter System for Duty Free Philippines.

· Prepare weekly budget based on schedule of Aging Account Payable using QuickBooks System.
· Review invoices and verify the actual delivery at warehouse and stores.
· Check and examine documents submitted to accounting for payment and sees to it that no payment will be made without proper documentation

· Facilitates check preparation and issuance to supplier
· Assist Actual Physical count of goods at warehouse and stores for inventory reconciliation.
· Monitor the issuance of Sales Invoice, Official Receipt and GPP (Gourdo’s        Passport) of all store branches.
Company Name 

:
Jainevill Incorporation ( Philippines )
Position


:
General Clerk/Admin. Assistant

Period

   
:
(February 6, 2006 – June 30, 2008)

· Responsible for preparing Checks and Check Vouchers
· Maintain the Cash Disbursement Journal.

· Monitor and record the employees’ attendance sheet.

· Prepare Quotation and Sales Invoice. 
· Monitors remittances to government agencies ( SSS, HDMF, BIR and Philhealth )
· Received and keep well organized file of reports, letters and other important documents.
Company Name 

:
Don Mariano Veneracion High School (Philippines)                                                    
Position


:
Office Clerk
Period


: 
(October 1, 2002 – November 30, 2003)
· Prepare incoming and outgoing School reports.

· Encoding of questionnaire for examinations.

· Maintain well organized file of the reports and letters 
· Prepare the reports of the student’s violation inside the campus 

  
for efficient monitoring of student’s conduct
EDUCATIONAL ATTAINMENT


College

: ATENEO DE NAGA UNIVERSITY




  Naga City, Philippines



  Bachelor in Business Administration

  Major in Computer Management and Accounting

Completion Date
: March 2003 
SKILLS
· Computer literate with comprehensive knowledge of the following software: Microsoft Word, Power Point, Excel, Internet Application, QuickBooks System and Simply Accounting by Sage.
· With good written and communication skills

· Knowledgeable in Bookkeeping, analyzing and recording Accounting transaction
· Self motivated and willing to learn new concepts and ideas.
PERSONAL INFORMATION

Nationality
: 
Filipino 


Status

:
Single
Birthday
:
20 July 1982

Religion
: 
Christian
