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Category:
Accountant 




__________________________________________________________________________________________
Objective: 

To fully utilized my financial know-how and became a productive member of the company by means of sustaining good rapport with all the employees and doing my task efficiently. And to work with the company where there is growth and development for both employee and the organization.
Key Qualifications:


Bachelor of Science in Business Administration graduate (Major in Financial and Management Accounting) with more than six (6) years experience in financial and accounting function of the company.
· Good exposure in Construction and Banking and Finance and School environment

· Computer literate, knowledgeable in Microsoft Office Application, as well as Financial Software application such as QuickBooks and Oracle Design Accounting System (ContraktSoft - CSoft Accounting System) and iCampus (School, Admin and Accounting Software)
· Extensive training in the accounting and financial aspects with proficiency in details and accuracy.
· Skilled in the use of Internet Tools, software development experience with possession of software testing knowledge
· Excellent negotiations and communication skills.
Professional Experiences/Achievements:

Date:

September 15, 2010 to present

Position:
Accountant

Company:
Madar International School



Al Towayya, Al Ain United Arab Emirates



(Member of Bin Salem Holding Group of Companies)

MADAR International School is the groundbreaking chapter in excellent education in Al Ain that accompanies the impressive progress that the people and the state of the United Arab Emirates have achieved. The curriculum emphasizes the importance of language, critical thinking (through guidance lessons, mathematics and science), logic (through formal Mathematics) and Information Technology. Madar follows an international curriculum that leads to IGCSE, GCSE, GCE O and A levels, Advanced Placement, TOEFL and SAT examinations.
Duties & Responsibilities:

· Undertakes accounting as a whole such as recording, classifying, summarizing business transactions, handling ledgers, records and updates.
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and documents business transactions.
· Monitor and review accounting and related system reports for accuracy and completeness.

· Prepare monthly bank reconciliations.

· In charged in the overall completion of accounting entries for the past three (3) years by coordinating with the outsourcing company.

· Responsible in maintaining the financial records of a school's expenditures, cash flow, profit and loss as well as other financial activities.
· Perform accounts payable, accounts receivable, and account analysis functions.

· Provide assistance during school audits including preparation of reports and schedules and retrieving records required by auditors.
· Prepare yearly Budgets

· Compare monthly budgets against actual expenses

· Perform Accounts Payable and Accounts Receivables reconciliations.
· Ensures all data is authorized for payment and coded to appropriate accounts
· Responds to account inquiries from suppliers
· Process checks and payrolls through WPS; compiles journals, checks and vouchers for signature.
· Process staff final settlements (Indemnity or Gratuity)  

· Prepare profit and loss & Balance sheet statements
· Received payments from the Customers and updates their Balances
Date:

December 4, 2007 to June 30, 2010    






Position:
Accounts Payable & General Accountant 



          

Company:
Target Engineering Construction Company

    
National Bank of Umm Al Qawaian Bldg.,


Abu Dhabi, United Arab Emirates



(A Member of Arabtec Holding Groups of Companies)

TARGET Engineering Construction Company, WLL was established in 1975 and is a leading single source contractor with stand alone specialties. It has a Special Category classification in Marine Works, Buildings and Steel Structure Works in Abu Dhabi and is licensed to build unlimited floor towers in Abu Dhabi and Dubai.
Duties & Responsibilities:     
· Serves as Head Office Accountant for onshore and offshore projects thus, supervising site accounting works in accordance with GAAP as well as company’s policies and procedures.
· In charge in overall payable functions related to suppliers and Sub-Contractors with regular invoices.

· Reconciliation of vendor accounts, accounts payable to suppliers.

· Allocation of cost codes and posting of Invoices.
· Preparing and posting of Petty Cash.
· Facilitate attachment of supporting documents in vendor’s Invoices.

· Facilitate the approval of vendor’s invoice
· Assist the senior accountant in all financial and accounting functions of the company.
· Assist in the preparation of payroll

· Assist in keeping records of timely and accurate completion of monthly quarterly and annual financial statements and accounting functions
· Encoding/posting data entry for accounting purposes.
· Assist in preparation of payments

· Attending Supplier queries.
· Prepares Payment Certificate for Subcontractors.

· Reconciling accrued expenses

· Preparing JV’s for accrual

· Preparing other JV (i.e. DN from HO and adjusting entries)

· Coordinating with sites for the invoices.

· Preparing accounts payable aging.

· Prepare monthly schedule of payments.
Date: 

February 2006 to January 31, 2007

 

Position: 
Junior Finance Executive  

Company: 
Land Bank of the Philippines



F. Tanedo St. Tarlac City, Philippines

The Land Bank of the Philippines is a government financial institution that strikes a balance in fulfilling its social mandate of promoting countryside development while remaining financially viable. This dual function makes LANDBANK unique. The profits derived from its commercial banking operations are used to finance the Bank’s developmental programs and initiatives.

Duties & Responsibilities:
· Direct interaction with the clients in daily banking activities

· Supporting / assisting unit head in day to day activities

· Assists in the analysis of financial data and extracts and define relevant information

· Records, classifies and summarizes financial transactions and events in accordance with generally accepted accounting principles

· Assists in performing statistical, cost and financial analysis of data reported in the various financial system

Date:

April 05, 2004 to July 15, 2004

 

Position:
On-the-job-training  

Company:
Rural Bank of Tarlac Inc.


   
Tarlac City, Philippines
Duties & Responsibilities:
· Provide support to the bank staff including answering incoming calls, greeting visitors and clients and routing staff messages

· Assists in daily banking activities

· Keeping records on file

· Assist the bank staff for their interaction with the customers in banking.

Educational Attainment:




Bachelor of Science in Business Administration

Major in Financial and Management Accounting 



Tarlac State University



Tarlac City, Philippines
Personal Data:

Nationality:

Filipino
Religion:

Christian

Civil Status:

Single

Training / Seminars Attended:
22 February 2014
Advanced Training in Microsoft Excel



Conducted by:
Philippine Institute of Certified Public Accountant (PICPA) – Abu Dhabi




Kingsgate Hotel – Abu Dhabi

02 August 2013

Bank Guarantees & Letter of Credits




Conducted by:
Philippine Institute of Certified Public Accountant (PICPA) – Abu Dhabi




Hamdan Center – Abu Dhabi

09 July 2010

Compensation & Benefits Package in UAE




Conducted by:
Philippine Institute of Certified Public Accountant (PICPA) – Abu Dhabi



Eclipse Hotel, Abu Dhabi, UAE

04 June 2010

Accounting Seminars for Hotel & Hospitality




Conducted by: Philippine Institute of Certified Accountant (PICPA) Abu Dhabi Chapter



Oriental Korner Restaurant, Abu Dhabi, UAE

19 February 2010
Construction Accounting - International Accounting Standard (IAS) 11




Conducted by: Philippine Institute of Certified Accountant (PICPA) Abu Dhabi Chapter




Chowking Restaurant, Hamdan St. Abu Dhabi, UAE

20-22 December 2004
Supreme Student Council Youth Club 


                                   Conducted by: Isle of Patmos Baptist Retreat House



 Culipat, Tarlac City, Philippines

15 March 2005

Tax Data Gathering Program
Conducted by: Engineering AVR - Tarlac State University



Tarlac City, Philippines
Affiliation:
Junior Financial Executives of the Philippines
Board of Director / 4th Year Assembly President

Tarlac State University, Tarlac Chapter

Tarlac City, Philippines

Junior Philippines Institute of Accountant

Member

Tarlac State University, Tarlac Chapter

Tarlac City, Philippines

Tarlac State University Alumni Association

Member

Tarlac Chapter

Tarlac City, Philippines

