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JOB OBJECTIVE
To work with a company that offers challenges to help me grow professionally. To utilize the skills and knowledge I have learned in my work experiences and to be able to improve them and simultaneously contribute in attaining the goals and objectives of the company.
QUALIFICATIONS/SKILLS
· Certified Public Accountant (CPA)
· More than 7 years of solid experience in the field of accounting
· Highly proficient in preparing various financial reports and statements
· With experience in handling all  Facets of Accounting  (General Ledger, Inventory, Accounts Payable  & Accounts Receivable,  Cost Analysis, Payroll, Fixed Assets, Reconciliation, Budget and Treasury: Cash Management) 

· Detail-oriented, efficient and organized professional with extensive experience in accounting systems
· Can easily acquire new technical skills; Computer proficient in MS Office, Internet, MS Access-based Acounting programs, Quickbooks, Peach Tree, NAV Accounting System and Oracle -People Soft Enterprise

· Strong team working and multi-tasking skills, successfully complete projects within time and budget constraints
· Has the ability to work in a fast paced environment
· Ability to work with minimum supervision
PROFESSIONAL EXPERIENCES
Service Centre Philippines, Inc.




          July 2013 to May 2015
Financial Accountant
Reporting to: Business Controller
Regus is the world’s largest provider of workplace solutions, offering the widest range of products and services that allow individuals and companies to work however, wherever, and whenever they need to. Products and services include fully furnished, equipped and staffed offices, world-class business support services, meeting conference and training facilities.

Responsibilities:
· Handled successful migration of assigned tasks from United States and United Kingdom (Prepared process flow documentation  and recommended/implemented improvement in the process)

· Handled queries regarding payments from Controllers, Area Directors and Center Managers for their respective Business Centers
· Maintained proper and timely accounts reconciliation, including landlord statement reconciliation and lease payment accounts on a monthly basis
· Approved items on the landlord statements or invoices for payment and send them to Accounts Payable for payment processing

· Prepared communication to landlords regarding payment dates and reports and entered rent and other misc payment vouchers into PeopleSoft AP
· Maintained and reviewed the Incoming Statements File for Landlord billing account reconciliations
· Updated landlord date changes in PeopleSoft including required documentation
· Supported resolving queries and payment issues
· Contributed to the development of continual best practices in the department
MegaLink, Inc.








           Feb 2011 to Dec 2011
Accountant
Reporting to: Controller
MegaLink is the country's first operational shared ATM Network which has spurred electronic banking innovations over the years. MegaLink is now expanding its business horizons to affirm its leadership in the Philippine ATM industry, in terms of a broader spectrum of products and a diverse membership base that will evolve beyond the traditional banking sector.
Responsibilities:

· Prepared monthly report pack for management that includes monthly financial reports supported with schedules of accounts and analysis






· Handled company disbursements 

· Monitored, recorded and prepared reports of prior year and current accruals to ensure that expenses are properly accounted on a monthly basis and prepared reclassification of expenses to proper account as needed
· Prepared cash position and cash budget monitoring
· Handled Philippine Tax requirements and prepared its reconciliation for audit purposes
· Prepared all accounts payable and other assets schedules to support balance sheet accounts

· Prepared all expense schedules to support income statement accounts and compare them with budget, then prepare variance analysis and coordinate with other departments to ensure that over payment are properly addressed and adjusted
· Prepared journal entries & reconciled general ledger

· Prepared prepayment & lapsing/depreciation schedules 
· Performed other tasks that maybe assigned by manager concerning reporting requirements
Diebold Philippines, Inc.






           July 2008 to Feb 2011

Junior Accountant 
Reporting to: Accounting Supervisor
Diebold Philippines, Inc. is a dynamic and progressive multi-cultural and multi-national organization of self-service terminal and security solutions system. The Company takes pride in its steadfast service delivery, quality product offering of Automatic Teller Machines.
Responsibilities:
· Handled inventory on Automatic Teller Machine units & parts; reconcile it with stock cards & Logistics’ monitoring

· Monitored products in transit and received

· Handled costing analysis
· Monitored daily cash balances and prepares weekly cash position

· Prepared bank reconciliation and its adjustments
· Petty cash custodian

· Monitored prepaid insurance & expenses

· Prepared lapsing/depreciation schedule, warranty schedule & finished goods schedule

· In-charge of inventory accounts reconciliation to support general ledger amounts in Balance Sheet

· Reviewed & validated all daily, weekly, monthly accounts payable transactions
· Assisted in the weekly, monthly, quarterly, annual account reconciliation analysis on accounts payable transactions against the general ledger including proper accrual of invoices & expenses

· Assisted in the requirements needed on a monthly, quarterly, semi-annual interim audit

· In-charge of payable accounts reconciliation to support general ledger amounts in Balance Sheet
· Handled electronic filing and payment of various government tax liabilities
NCALabs Phils., Inc.







            Oct 2006 to Apr 2007 Junior Accountant  
Reporting to: President

NCALABS is part of TestAmerica, the largest American environmental laboratory network with laboratories located in Asia. NCALABS Philippines Inc. was conceptualized to serve the emerging awareness and concern of the country to the environment. As a foundation for critical environmental decisions, NCALABS provides data that are defensible and of internationally recognized quality.
Responsibilities:


 
· Analysis of payroll to ensure accurate recording of related expense, receivable (advances) and payable  transactions
· Prepared & processed payment requests; check & review payment requests & other documents such as purchase orders, sales invoices, receipts & memos

· Prepared weekly summary of payables

· Verified & monitored employee cash advances

· Handled customer & employee Accounts Receivable

· Monitored the Accounts Receivable schedule, accruals & adjustments

· Updated daily cash position report
· Prepared Philippine Tax requirements
· Prepared journal entries & reconciles general ledger; prepares monthly financial statement and its schedules
· Handled processing of payroll and other employee benefits 
Welders Testing Lab. Phils., Inc.





            Apr 2005 to Oct 2006
Accounts Payable Specialist
Reporting to: Accounting Supervisor
Welders Testing Laboratories (Philippines), Inc. (WTL) indisputably the most experienced Non-Destructive Testing (NDT) company in structural steel, industrial facilities, oil refineries and power plants in the country today, moves toward a new millennium in the world of NDT as the industry's vanguard in high-tech utilization, applications and innovations. 
Responsibilities:

· Handled preparation, filing and payment of various Government Tax Liabilities and ensures proper compliance with BIR and other government requirements including SEC, SSS, Philhealth, Pag-ibig, business permits and the likes
· Assisted with Accounts Payable, prepares vouchers & checks
· Handled payroll preparation and analysis to ensure proper recording and take –up of related accounting entries in the books
· Prepared weekly accounts payable schedules 
· Responsible for recording of disbursements         

· Verified & posted details of business transactions, such as funds received & disbursed

· In-charge on the books of accounts  
EDUCATION

Bachelor of Science in Accountancy







Saint Paul University Surigao

    


Surigao City, Philippines

Graduated March 2005
PERSONAL DETAILS


Date of Birth

:
September 25, 1983

Nationality

:
Filipino


Civil Status

:
Married

Languages

:
English, Tagalog

Visa


:
Tourist Visa

