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Objective:
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people.
Key Competencies

· Experience in accounts receivable, accounts payable, payroll and general accounting.

· Knowledge in office administration and procedures
· Proficient in relevant computer applications
· Very good ability to prepare routine administrative paperwork.

· Able to check, verify, count, sort numbers.

· Very good word processing and data entry skills.

· Excellent knowledge of payroll procedures and policies.

· Very good record maintenance skills.

· Excellent communication and interpersonal skill

EDUCATION


The University of Manila

Bachelor of Science in Hotel & Restaurant Management 

E. delos Santos Ave Sampaloc Manila

March 28, 1998

WORK EXPERIENCE:


August Alliance Business Corporation

Senior Chief Accounting Officer

August 16, 2006 – April 10, 2015
JOB DESCRIPTION:

Accounts Receivable:
>
Maintain up-to-date billing system
>
Follow up, collection and allocation of payments

>
Carry out billing, collection and reporting activities according to specific deadlines

>
Reconciliation of accounts

>
Monitoring customer account details for non-payments, delayed payments and other irregularities

>
Maintain accounts receivable customer files

>
Follow established procedures for processing receipts, cash etc

>
Investigate and resolve customer queries

>
Process adjustments

>
Organizing a recovery system and initiate collection efforts

>
Communicating with customers via phone, email, mail or personally

>
Took responsibility of managing detail aging
>
Responsible for doing research, study, review and approve current as well as new customers for credit accounts.
Accounts Payable:

>
Manage and prepare all invoices on an everyday basis and send it for approvals. 
>
Evaluate and reconcile all vendor statements and manage all inquiries. 
>
Manage and verify all expense reports and ensure compliance with company policies. 

>
Maintain and update all account payable data and ensure accuracy in general ledgers. 

>
Evaluate all account payable balance and resolve all unpaid invoices issues. 
>
Develop account payable module and prepare checks for it. 
>
Monitor all vendor calls and address all issues for account payable schedule and appropriate 

Disbursements.       
	>          Monitor all payment submission and ensure processing within month.


Finance:
>
Compilation of budgets, cash-flow forecast and financial management reports on a weekly & monthly basis
>
 Payroll

> 
Returns to government agencies (including VAT)

>
 Credit control

>
Maintaining contact with bankers and investment managers

>
Liaising with auditors and company executives and answering queries on financial based matters

>
Proposing and discussing changes and improvements to the company’s current accounting setup
	


	


CHARACTER REFERENCES:

Available upon request.

I certify that the above information’s are true and correct.
