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-ACCOUNTANT / ACCOUNTS ASSISTANT-

PERSONAL SUMMARY
A bright, confident, multi-skilled, upright  and talented professional with a keen eye for detail and knowledge in Accounts for 9 years. Having an excellent working knowledge in bookkeeping and accounting methods to identify efficiency improvements that maximise profitability and long-term growth. 


CAREER PROFILE
· Able to work as part of a team or alone with less supervision
· Organized, detail oriented

· Ability in handling multi-task effectively

· Strong communication skills
· Pro-active and with own initiative to work

· Reliable, punctual, professional and competent

· Hardworking, quick learner, eager to learn and willing to be trained

· Proven ability to work under pressure and meet deadlines


KEY COMPETENCIES
· Bookkeeping
 , Accounting, Financial Audits





· Payroll 
· Accounts Payable, Accounts Receivable
· Expense claims / Disbursements , TAX Returns
· Account Reconciliations , Electronic Banking
· Document Control, Secretarial Duties


COMPUTER SKILLS
· MS Word, Excel, PowerPoint and Windows

· Knowledgeable in Peach Tree Accounting Software

· Knowledgeable in Quick Books



PROFESSIONAL EXPERIENCE
NEGROS ORIENTAL PUBLIC SCHOOL TEACHERS ASSOCIATION, INC. , Philippines,
ACCOUNTANT
August 2008 to August 2015
· Prepares disbursement vouchers, issues checks and handles petty cash
· Monitoring bank books and check books

· Prepares daily journal entries, ledgers and financial statements

· Preparing letters for signature and other documentations 

· Manage Accounts Payable and expense control and preparation of daily bank deposits.

· Assist in corporate audits with internal & external auditor.
· Reconcile account receivables with the clients.
· Prepares payroll and payroll taxes of over-all company employees.
· Prepares monthly/annual tax returns and reports with government agencies.

· Handles client’s queries on their accounts and after sales transactions.

JUVARE SCHOOL TEACHERS AND EMPLOYEES ASSOCIATION, INC. , Philippines,
ACCOUNTANT
January 2009 to August 2015
· Prepares journal entries and financial statements
· Processes billing, handles collections and prepares daily bank deposits.

· Review and adjust clients’ general ledgers, schedule disbursements.
· Prepares monthly/annual tax returns 

· Assist in audits with the internal and external auditors.
GAVIOLA ACCOUNTING & AUDITING FIRM , Philippines,
ACCOUNTS ASSISTANT
June 2006 – July 2008 

· Bookkeeping, Assist in Auditing, Updates Clients Records & Taxation


EDUCATIONAL ATTAINMENT




PERSONAL INFORMATION

Gender

:
Female

Date of Birth

:
December 24, 1985

Nationality

:
Filipino

Marital Status

:
Single

Languages Spoken
:
Tagalog (Native) , English (Fluent)















Bachelor of Science in Accountancy


Holy Cross of Davao College, Philippines


June, 2002 - March, 2006
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