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· Career Objectives: 
I would like to be gainfully employed in a position that will be most appropriate in putting to good use and further enhancing my knowledge and skills through my experience.
· Key Qualifications: 
Easy to relate with different people, fast learner and hardworking, willing to work double time under minimal supervision.
· Working Experiences: 
o  Janissa Business Ventures Inc. (July 2000 – December 31, 2014)
(Distributor of Hospitals/Healthcare products, Smart-Sun Cellular products, United Laboratories, SC Johnson and Ufc-Heinz Philippines)
· Finance/Accounting Officer 
· Prepares Financial Statement of the company that includes Profit & Loss and Balance Sheet. 
· Responsible in assembling financial and other related analysis. 
· Preparation/update of all schedules of accounts in Balance Sheet. 
· Preparation of journal entries in the voucher packages. 
· Preparation of journal vouchers for accrual of other expenses. 
· Preparation of closing entries for financial statement. 
· Prepares checks to effect various payments of company. 
· Checks and reconciles all incoming invoices submitted by suppliers against purchase orders. 
· Prepares monthly summary on all cash disbursements and files cash/checks vouchers. 
· Representative to the bank with regards to SA/CA reconciliations and transactions. 
· Follow up bank credit and debit advices. 
· Petty cash fund custodian. 
· Checks, summarize and prepare the necessary entries on all liquidation/reimbursement submitted by various employee’s pertaining to their cash advances. 
· Conducts actual monthly inventory of stocks. 
· Handles company’s billing and collection for customers/accounts. 
· Responsible on following up if there’s for collection on customers. 
· Monitors daily accounts receivables of the company. 
· Prepares daily sales invoices of customer’s purchase orders. 
· Prepares credit memos of customer’s product returns. 
· Monitors daily delivery of customer’s orders. 
· Prepares daily/weekly invoices/sales report. 
· Handles personal bills for payment of company President/Owner. 
· Prepares checks to effect various payments of the company President/Owner. 
o Excellent Quality Apparel Inc. (July 1998 – June 2000) 
· Bookkeeper 
· Assist the Financial Supervisor in preparing Financial Statements. 
· Preparation/update of all schedules of accounts in Balance Sheet. 
· Preparation of journal entries in the voucher packages. 
· Preparation of journal vouchers for accrual of other expenses. 
· Preparation of closing entries for financial statement. 
· Bank reconciliation on a daily and monthly basis. 
· Do other things assigned by the Supervisor from time to time. 
o  Excellent Quality Apparel Inc. (May 1996 – July 1998)
(Manufacturing firm involves in producing RTW dress for International market)
· Disbursement Staff 
· Prepares checks to effect various payments of company. 
· Checks and reconciles all incoming invoices submitted by suppliers against purchase orders. 
· Prepares monthly summary on all cash disbursements and files cash/checks vouchers. 
· Representative to the bank with regards to SA/CA reconciliations and transactions. 
· Follow up bank credit and debit advices. 
· Checks, summarize and prepare the necessary entries on all liquidation/reimbursement submitted by various employee’s pertaining to their cash advances. 
· Petty cash fund custodian. 
· Skills: 
o  Basic Knowledge in SAP and Quick Books Programs.
o Proficient in Microsoft Windows Programs (MS Word, Excel ) 
o Excellent verbal and written communication skills. 
o Competent and organized. 
o Hardworking, cooperative and dedicated at work. 
o Flexible, ability to work well under pressure. 
· Educational Background: 
o College 
· Immaculate Conception College, Balayan, Batangas ( Philippines ) 
Bachelor of Science in Accountancy (1992 - 1996) 
