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PROFESSIONAL OBJECTIVE

An accounting position offering the opportunity to utilize my financial expertise, extensive business experience, and ability to interact with senior management and with the business community.

SUMMARY OF QUALIFICATIONS

· More than twenty years of experience in accounting and bookkeeping, budget control, and sales

· Adaptable to new concepts and responsibilities

· Proficient in handling diverse tasks simultaneously

· Computer literate
· Ability to meet deadlines

· Teamwork 

· Confidentiality

· Occasional contact with external auditors for verification on transactions and documentations

· Occasional contact with banks for verification of suppliers account details

· Process timely payment of accounts
EMPLOYMENT HISTORY

Accounting Officer. JEFCOR Laboratories Inc., Philippines

(June 2008 to present)

JEFCOR Laboratories, Inc. is a leading Laboratory Testing Services and a provider of technicaland analytical services to the public, private and other sectors in the Philippines:

· Assist controller in preparation of financial statements and all Security and Exchange Commission reporting

· Manage semi-monthly payroll for 60 employees

· Cash disbursement, verify client invoices, generate weekly checks, administer generalledger, maintain up-to-date bank balances

· Review work of staff and approve journal transactions before data entry

· Assist with the corporate budget in preparation and maintenance of budgets andprojections

· Prepare monthly budget to actual reports and distributes to managers

· Manage accounting duties of a capital budgets start-up organization, Wikkotek, Inc.(sister company to JEFCOR) including financial reporting and coordinating withexternal auditors

· Handles Accounts Payables and Accounts Receivables

· Responsible for Purchase Orders
· Verify all purchases are within budget and advise on discrepancies

Bookkeeper. Foremost CPG Brands Corporation. Quezon City, Philippines

(Jan 2003 to May 2008)

· Handles Cash Disbursement, Cash Receipts, Sales Journal and Purchases books.

· Manage semi-monthly payroll for 45 employees

· Performed all accounting functions to include accounts payables and accountsreceivables, petty cash fund replenishment, deposits, bank reconciliation and trialbalance.

· Responsible for monthly, quarterly and year end payroll and sales tax forms.

· Assist External Auditor in preparation of Financial Statements
· Enter transactions into general ledger as required

Bookkeeper, UNEMONDIALE Mgmt. and Dev. Co., Inc., Makati City, Philippines

(Jun 1998 to Dec 2002)

· Handles Cash Disbursement, Cash Receipts, Sales Journal and Purchases books.

· Manage semi-monthly payroll for 60 employees

· Performed all accounting functions to include Accounts Payables and AccountsReceivables, petty cash fund replenishment, deposits, bank reconciliation and trialbalance.

· Responsible for monthly and quarterly Value Added Tax Returns.
· Enter transactions into general ledger account as required
Accounting Officer, ROCTEC Engineered Products Corp., Philippines

(Apr 1991 - May 1998)

· Performed all accounting functions includes accounts payables and accountingReceivables

· Responsible for monthly, quarterly and Sales Tax Forms

· Handles payroll

· Acted as cashier and answers queries from customers.

· Prepares Monthly remittances such as Social Security System (SSS), Philhealth Insurance and Pag-ibig Funds.

EDUCATION

1988:
UNIVERSITY OF PANGASINAN

Dagupan City, Philippines

Bachelor of Science in Commerce

Major in Accounting

PERSONAL INFORMATION

Sex: 
Female
Age: 
48

Date of Birth: 
16-Jan-1967

Home Address: 
Taguig City, Philippines
Nationality: 
Filipino

Status: 
Married
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