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OBJECTIVE
To secure a responsible position in Accounts Management and serve as an Accounting Representative sharing my breadth of experience and abilities effecting mutual employee and employer growth and success.

EDUCATIONAL ATTAINMENT
College:
Bachelor of Science in Accountancy, 2001
Occidental Mindoro National College
San Jose, Occidental Mindoro, Philippines

	
	
	GENERAL & SOFT SKILLS
	

	
	
	Fast learner 
	

	
	
	
	

	
	  Self built professional 
	

	
	
	Hard worker 
	

	
	  Intelligent and logical 
	

	
	
	
	

	
	  Highly competitive and can handle under pressure 
	

	
	  Proficient in the use of computer (Excel, MS Word, E-mail & Internet) 
	

	
	
	
	

	
	  Knowledge in general accounting system (GL System) 
	

	
	
	Fluent in Oral and Written Communication 
	

	
	  Good Team Building and Leading Skills 
	

	
	
	WORK EXPERIENCE
	

	I.
	Accounts Assistant cum Call Center
	

	
	International Automobile Touring Club – Al Falah, Abu Dhabi, UAE
	

	
	November 2012 – December 25, 2014
	



· Process payments and documents such as accounts payable and receivable, bills, invoices, journal vouchers, employee reimbursements, and statements. 
·   Follow up payments from Clients/Customers  
·   Enters, updates, and/or retrieves accounting data 
·   Files and/or removes records and reports  
· Support and provide superior service via phones, e-mails and faxes as a receiver and 
· caller  
· Effectively deal with callers and customers  
· Make request and meet commitments to customers  
· Also perform administrative/clerical duties  
AI. Accounts Assistant 
Asia Pacific Business and Industrial Systems, Inc. – Pasay City, Philippines August 1 – October 31, 2011 
·   Prepare billing  
· Follow up collections to various Clients  
·   Answers queries of Clients on Billing matters  
· Effectively maintain and keep updated files and records  
· Performed other urgent tasks assigned  
BI. Accounting Staff 
UJAMS Management Network Corporation – Makati City, Philippines March 2006 – April 15, 2011 
·   Prepares Payroll of Contractual Employees  
·   Provides assistance to Employees request  
·   Updates records of Employees vacation and sick leave  
· Prepares and compute government remittances  
·  Expanded Withholding Taxes 1601 - E  
	
	
	
	
	

	
	
	
	
	

	
	
	Monthly withholding Tax on Compensation 1601 – C
	
	

	
	
	
	
	


· 
· Monthly Vat 2550 M 
· 
· Quarterly Vat 2550 Q 
·   Annual income tax return 1702Q  
·   Effectively maintain and keep updated files and records  
· Performs other task as maybe assigned by the immediate superior  
IV.
Assistant Purchaser
Goldmark Service Network Corporation – Makati City, Philippines
June 2002 – September 2006
  Accept material requisitions from different department/branch. Check availability of materials
	
	against availability in the main store, verify and confirm details or requested materials 
	

	
	  Prepare request for quotation to be sent to different suppliers. Negotiate with suppliers and
	

	
	
	

	
	generate cost comparison based on the quotations gathered for selection or approval of the
	

	
	Purchasing Manager 
	

	
	  Generate orders (LPO’s). Place orders online or over the phone with the existing supplier 
	

	
	  Follow-up for the delivery of the material 
	

	
	  Monitors office stationeries 
	


·   Documentation and filing system  
·  Perform clerical tasks like answering phones, making photocopying and sending fax/e-mails   Coordinate to Accounts department for paying process  
  Perform related work as required 
V. Warehouse Clerk/Storekeeper 
Walter Mart Supermarket - San Pedro, Laguna (Philippines) November 2001 to May 2002 
· Receives and inspects all incoming products and reconciles with purchase orders 
· Process and distributes documentation with purchase orders to Accounts Department 
· Sort products according to product code and affix labels 
· Reports, documents and tracks expiration dates and discrepancies on orders received 
· Identify damage, loss, or surplus of products stored in the warehouse. 
· Compile inventory balances and price lists 
· Maintain the warehouse, records area and store area in a neat and orderly manner 
· Answers questions regarding procedures 
· Follow all safety codes 
· Carry out tasks as assigned by the warehouse supervisor / manager 
· Supervise other warehouse clerks 
· Delegate duties as necessary 
VI.
Merchandiser
Walter Mart Supermarket - San Pedro, Laguna (Philippines)
April 2001 to October 2002
· Provide service and maintain good working relationship to customer 
· Maintain proper level of stock  
· Promotes the products 
· Checks and monitors inventory including expiry dates of stocks 
· Ensures the proper arrangement of stocks in the display shelves 
· Performs other relevant task when required 

	
	
	PERSONAL DATA

	Date of Birth
	:
	19 January 1980

	Religion
	:
	Christian

	Citizenship
	:
	Filipino

	Civil Status
	:
	Married

	Visa Status
	:
	Visit visa 


