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Career Highlights

General work experience in Accountancy with detailed expertise as General Accountant and Auditor.

Career Objective

To obtain a challenging position with responsibilities that provides opportunities for advancement base on my ability, performance and determination.

	Key Responsibilities as:

General Accountant and Auditor


General Accountant

· Perform function for Billing and Collection

· Prepares Cash Position Report

· Prepares Bank Reconciliation Statement

· Process Check Vouchers and monitor funding for issued checks.

· Financial Statements

· Balance Sheet

· Income Statement

· Monthly Collection Efficiency
· Deals with the Bureau of Internal Revenue Officer during audit.

· Assist the Property Manager in implementing the Standard Operating Procedure of the building.

Auditor

· Help in ensuring that all company records, company Standard Operating Procedures and company owned assets are properly implemented and accounted for by all departments in the performance of their respective functions.
· Perform Financial Audit.



By checking the accuracy and authenticity of reports.
· Supervise Year-end Physical Inventory.



       By checking the physical existence of company owned assets and 


        materials. Matching the Actual Inventory Count against Warehouse 

       Inventory Control Card.
· Perform Operational Audit.

By monitoring the strict compliance of company SOP and conduct  Surprise Test Check
Career Graph
GENERAL ACCOUNTANT 

IDEAS PLUS LLC

411 Deyaar Building, Al Barsha

 Dubai, UAE

 24 February, 2013 to 20 April, 2015
GENERAL ACCOUNTANT

CHARTERBAY MARINE SERVICES LLC

Ghantoot Marina & Resort

Ghantoot, Abu Dhabi, UAE

08 November, 2010 to 25 October, 2012
GENERAL ACCOUNTANT 

KNOTIKA HOLDING FZE

Al Quoze Industrial Area 1,Shiekh Zayed Road, PO Box 54070
Dubai, UAE

September 10, 2005 to 31 July, 2010
	


ACCOUNTANT  

MANFEL ENTERPRISES,  INC.

No. 31 Manansala St. Corinthian Gardens,  Quezon City Philippines

June 1, 2003 to April 15, 2005

ACCOUNTANT/BOOKKEEPER 

LOU-BEL DEVELOPMENT CORPORATION 

Penthouse, GMA-Loubel Plaza Chino Roces Ave., Makati City, Phils.

September 1, 2001 to May 31, 2003

PROPERTY ACCOUNTANT

Prince Plaza Cond. Corp. PROPERTY SPECIALIST TEAM, INC.

Prince Plaza I Legaspi St., Makati City, Philippines

May 20, 2001 to August, 2001

ACCOUNTANT/BOOKKEEPER 

MCMP CONSTRUCTION CORPORATION

No. 8 Sacred Heart St., Horseshoe Village Cubao, Quezon City, Philippines

January, 2001 to May 15, 2001

PROPERTY ACCOUNTANT RELIEVER –
Prince PlazaCondo. Corp. PROPERTY SPECIALIST TEAM (PROSPECT), INC.

Prince Plaza I,
Legaspi St., Makati City, Philippines

October, 2000 to January, 2001
SENIOR AUDIT STAFF 
                                        ROYAL INTERNATIONAL BUILDERS CO.,

            No. 97 EDSA, Guadalupe, Makati City, Philippines
              1991 to July, 2000
JUNIOR AUDIT STAFF
             
ROYAL INTERNATIONAL BUILDERS CO., INC.

             


No. 97 EDSA, Guadalupe, Makati City, Philippines

                                          
1990 to 1991


              SECRETARY  TO THE AUDIT MANAGER/AUDIT CLERK 



May 1988 to 1989




ROYAL INTERNATIONAL BUILDERS CO., INC.




No. 97 EDSA, Guadalupe, Makati City, Philippines



OWN PERSONAL BUSINESS – 1997 to 2000



BUY AND SELL IMPORTED READY TO WEAR (RTW) DREASSES 



AND BED SHEETS (FROM HONGKONG AND BANGKOK)




OBJECTIVE:


To have an additional income while having a permanent job and to 

use my spare time more constructively.



SALES LADY – PART TIME  - 1987 to March, 1988



EUPHORIA BOTIQUE




Plaza Aldea, Tanay, Rizal , Philippines




KEY RESPONSIBILITIES:




Prepare Sales Invoice for the sold items




Arrange displays in a beautiful manner.




Assisting customers all the time with courteous and friendly manner.


Keeping all collections neat and clean.
Qualification:


Bachelor of Science in Business Administration


Major in Accounting


SAN ILDEFONSO COLLEGE


1982 to 1988

Computer Literacy:


Peachtree,  MS Excel, Word & E-net Access


Fax Machine Operation

Fluently Speaks & Write:


English & Tagalog

Personal Data:


Nationality:
Filipino

Date of Birth:
October 27, 1965


Place of Birth:
Tanay Rizal, Philippines


Civil Status:  
Married


Visa Status:
Tourist Visa
