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CAREER OBJECTIVE:
To work in a company or to an organization that offers a challenging position, where acquired education and expertise will have a valuable appreciation and be able to use them for the development of the company.

POSITION DESIRED:
ACCOUNTANT/ACCOUNTS ASSISTANT
WORKING EXPERIENCE

STORE LLC – Sharjah United Arab Emirates
ACCOUNTANT (JULY 2011 to APR. 30, 2015)

Duties and Responsibilities

· Validates daily sales invoices & collection reports
· Daily updates of bank transactions and monitoring bank balances
· Issue cheques for various expenses and other transactions
· In charge in computing and preparing staffs payroll
· Preparing monthly financial statements as per the needs of the company
· Follow up payments from customers
· Responsible in making business correspondences when needed
· Other responsibilities such as attending telephone calls, business inquiry and other related tasks.
AUTO A/C SPARE PARTS EST. - Sharjah United Arab Emirates
ACCOUNTANT (Sept. 2007 to July 2011)

Duties and Responsibilities

· Updates and audits reports of daily sales submitted by the concerned staff
· Daily updates of bank transactions and monitoring bank balances
· Issue cheques for various expenses and other transactions
· In charge in computing and preparing staffs payroll
· Preparing monthly financial statements as per the needs of the company
· Responsible in making business correspondences when needed
· Other responsibilities such as attending telephone calls, business inquiry and other related tasks.
Strategy Marketing Corp. - Manila Philippines
Payroll Master (April 1998 to June 2007)

Duties & Responsibilities

· In charge in computing and preparing monthly payroll for staffs and officers
· Makes monthly sales analysis and forecasts
· Consolidates sales from different branches and makes the final report 
· Follow-up billing & collections for company’s receivables
· In charge for issuing checks for various expense transactions
· Company representative for seminars
Esplanade Health Corporation- Manila Philippines
Accounts Department Staff (November 1996 to March 1998)


 

Duties & Responsibilities

· Payroll Master Assistant
· Prepares vouchers and issues checks for various expenses
· In charge of company’s product inventories
· Prepares final reports for sales  and collections
· Follow-up company’s accounts receivables
EDUCATIONAL ATTAINMENT

COLLEGE:
Philippine Christian University


Taft Ave. Manila, Philippines (1992-1996)

Course:
Bachelor of Science in Accountancy
Special Skills
· Strong written and oral communication
· Can speak and write English
· Knowledgeable in MS Office Applications
· MS Word

· MS Excel

· TALLY ERP9
· Ability to work independently as well as to work cooperatively with other personnel
· Can work under pressure with minimal supervision
PERSONAL INFORMATION

Date of Birth:

April 11, 1975

Place of Birth:

Santiago Ilocos Sur, Philippines

Age:


40 years old

Sex:


Female

Civil Status:

Married

Citizenship:

Filipino
