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PERSONAL INFORMATION

Nationality 
:   
Filipino

Date of Birth 
:   
October 20, 1974

Language
:   
English and Tagalog
Driving License   :             Light Vehicle – GCC International

HIGHLIGHTS OF QUALIFICATION

· With Masters Studies in Business Administration

· Highly competent Officer and Team Leader

· Proficient in Office Administration

· Has Excellent Accounting background

· Knowledgeable in Invoice Preparation

· Well-rounded in Operations

· Pro-Active with Multi-tasking skill

· Honest and Responsible 
· With effective Interpersonal and Marketing skill 

· Excellent  Work Ethics & Performance

· Expert in Signature Verification 

· Computer and Electronic Automation experienced
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EDUCATION
Masters Degree
:   
Masters in BUSINESS ADMINISTRATION – (Earned 30 Academic units)
School

:   
Colegio de San Juan de Letran   -  (Manila, Philippines)
Year Taken
:
2006 to 2008
College Degree
:   
Bachelor of Science in ACCOUNTANCY
School

:  
Colegio de San Juan de Letran  -  (Manila, Philippines) 

Year taken
:
1991 to 1997

High School
:   
GRADUATED - Secondary School 
School

:  
Colegio de San Pedro  -  (Laguna, Philippines) 

Year taken
:
1986 to 1991
WORK EXPERIENCE
Position
:   
ACCOUNTANT / Acting ADMINISTRATION MANAGER 
Company
:   
Sadeem Agricultural Company - Sajar Bin Bargais Trading

Project

:   
Royal Commission Nursery  -  Operation & Maintenance (Saudi Arabia)

Inclusive date
:   
October 2, 2014 – Present

Job Description 
:
· Prepares the Monthly Invoice refundable from Royal Commission. Prove the Accumulated Costs every month within the contract period. Costs such as Labor Cost, Vehicle & Equipment Cost, Overtime Cost, Accommodation Cost and Material Purchases Cost.

· Handles the disbursement & replenishment of Cash budget. Prepare the Expense and Budget report of the project monthly. Verifies the authenticity of the Invoices received.
· Performs Office administration and recruitment. 
· Comply on documents required by the Royal Commission periodically such as Medical and Vehicle Insurance Certificates, Bank Warranties, Assignments with Chamber of Commerce authentication.

· Careful selection of candidates for vacant position based on the contract’s descriptions and qualifications.
· Periodic monitoring and reporting of Assets utilize in the operation.

· Solves issues regarding personnel matters such as Pending salaries, Iqama (or Residence Permit) Health Card, Passport and others.
· Manage the Vehicles & Equipment documents such as Registration, Insurance, Accident / violation report.
· Strict monitoring of Personnel’s Attendance, Overtime, Absences, Leave credits and other benefits.
· Prepares the weekly, monthly, quarterly and yearly Report regarding the general activities of the project for the Royal Commission. 
· Responsible for the Safety and Security of Personnel as well as the whole Project.

· Supervise activities regarding the welfare and career enhancement of personnel.
· Manage the procurement and documentation of Materials needed in the operation of the project. Ensure the materials are needed and initiates the transactions in good faith.

· Supervise the Warehouse handling and documentation of materials according to Royal Commission policies and procedures such as proper inventory and housekeeping.
· Manage the Payroll and Salary distribution for all employees monthly.

· Handles 60 employees including skilled workers and Gardeners.

Position
:   
ACCOUNTANT  /  Acting PROJECT MANAGER 
Company
:   
Sadeem Agricultural Company - Sajar Bin Bargais Trading
Project

:   
Royal Commission Plant Nursery  -  Operation & Maintenance (Saudi Arabia)
Inclusive date
:   
June 8, 2013 – October 1, 2014  (1 year)
Job Description 
:
· Spear headed the project with the Royal Commission.
· Reports directly to the Group Manager of Royal Commission.
· Responsible for all the Contract’s Program requirements prior its commencement, such as Safety & Health program, Security Program, Contract Schedule, Fire Prevention, etc..

· Establish the Separate book in Finance department by completing the requirements of RC Invoice prior to its submission, such as Letter of Assignment, Employee’s Medical Certificates, Vehicle’s Registration Certificates, Commercial Certificates, etc..
· Prepares the periodic progress and achievement reports of the project.
· Approves and signs all relevant documents pertaining to the project business transactions.
· Manage the preparation of the Monthly Invoice refundable from Royal Commission.
· Oversees the whole operation and maintenance of the Plant Nursery.  Restoration, repairs and re-installation of all facilities which directly affect the operation.
· Manage the production, propagation and issuance of Plants for the whole year round.  Supervise the Agriculture Engineers and Agronomists to perform as required by the contract. Deals with varieties of plants from trees, Indoor plants to seasonal flowers.
· Creates a reliable data gathering and archiving of all activities for analysis and information. 
· Performs Office administration and recruitment including mobilization of personnel with compliance in Saudi Labor law. 
· Manage the procurement and documentation of materials as required in the operation.

· Supervise the warehousing, inventory and documentation of Materials.
· Handles the disbursement & replenishment of Cash budget. Prepares the Expense and Budget report of the project monthly. Monitors the Income generation of the project.
· Manage the Payroll and Salary distribution for all employees monthly.
· Handles 60 employees including skilled workers and Gardeners.

Position
:   
SECTION HEAD / Assistant ACCOUNTING OFFICER / Pro-MANAGER
Company
:   
Bank of Commerce  (Philippines)

Department
:   
Central Clearing  - Operations 
Inclusive Date
:   
September 1, 1997 to October 3, 2012 (15 years)
Job Description
:
· Reports directly to the Department Head.

· Supervise the Clearing operation of the bank daily. Ensures that all Cheques pass through the electronic process and all cut off time or deadlines are meet regularly. Supervise the Data archiving and generation. Make necessary adjustment for any discrepancy found.
· Approves all accounting entries and ledgers of the department. Ensures no discrepancy found and all data are accounted appropriately. 
· Supervise the Statement of Accounts rendition. Ensure that SOA are properly accounted and send to its exact client and address. Handles all Return-to-Sender envelopes and verifies all the successful mails. 
· Responsible for the safekeeping and confidentiality of all information and documents of the bank. Strictly control and monitor all the passwords and keys of the department. 
· Counter Signature Verification of all Cheque transactions daily. Cheques with large amount should be confirmed twice by officers mandatorily. 
· Detects the Cheque’s technical defects, fraud and counterfeit. Reports immediately any Cheque technicality found. Ensure that all proper procedures are done.
· Co-manage the automation project of the department. Responsible for the End User-Testing and developing the automation program to be suitable with the existing process.
· Handles 30 Bank office staff including personnel under contractual status.
TRAINING & SEMINARS 
· How to Detect & Combat Clearing Fraud, (Date held: April 2009)
· Signature Identification & Fraud Detection Seminar, (Date held: July 2008) 

· Leadership Practices Workshop, (Date held: Nov 2007) 

· OTP: Basic Mgmt & supervision Workshop, (Date held: Oct 2007) 

· Teambuilding Workshop, (Date held:  Mar 1998 & Aug 2007) 

· Anti-Money Laundering Act Study Session, (Date held: Jan 26, 2006) 

· Effective Business Writing,  (Date held: Jan & Feb, 2000) 

· Basic Communication Skills, (Date held:  July 1996) 
COMPUTER KNOWLEDGE

· Basic Computer Applications : 
· Microsoft Word

· Microsoft Excel

· Microsoft Power point 

· Microsoft Office Outlook
· Internet Surfing
· Bank Accounting Software : 

· Branch Delivery System (BDS)
· Bank – Clearing Operations Software :

· Electronic Cheque Clearing System (ECCS)    

· Cheque Verification System (CVC )

· Royal Commission Software(Saudi Arabia) :

· Safeer – Warehouse Management System

