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Position Applied: Accountant 

Organization Members: 

· Philippine Institute of Certified Public Accountants (PICPA)in Philippine

· Philippine Institute of Certified Public Accountants-Jeddah, KSA-Western Region

· Filipino Professional Group for CPA’s in UAE

Career Objective:
· To be a part of an esteemed organization that utilizes my skills, provides good growth prospect and a safe working environment.
· To enhance my potential in the field of accounting work supervision and administration. 

· To move forward and to contribute more effort to the success of the company’s vision and mission. 

Career Description: 

· Accounting involved proper recording & bookkeeping. 

· Accounting involved in preparing financial statement. 

· Accounting involved auditing. 

EMPLOYMENT RECORD: 

VENTURE GULF ENGINEERING
HR Accountant

Doha, Qatar

August 3, 2014 – August 27, 2015

Job Summary:

Responsible for the daily tasks in the HR Department such as processing reimbursement of expenses, reviewing the leaves, encashments and end of service calculation to be encoded in the Tally Accounting Software Program, handling monthly payroll reports based on the HR Pioneer Payroll Program, verifying the accuracy of data for employees’ camp purchase requisition and maintenance request.
Job Responsibilities:

A. Payroll

· Generate and printing monthly employee timesheets on the 1st week of the following month in the Employee Time Card Program

· Verifying the leaves, absences and overtime calculation of employees.
· Sending monthly timesheets to each department manager verifying the time in and out of employees and overtime hours based on the employee job time record.

· Reviewing and verifying the timesheets of employees assigned in projects based on client timesheets.

· Encoding the overtime hours and absences of the employees in the HR Pioneer Payroll Program for payroll preparation.
· Update the employee loans and advances in the HR Pioneer Payroll Program.

· Update the Employee Data, Employee Documents and Salary Package for the new employees in the HR Pioneer Payroll Program.
· Generate monthly payroll reports for reviewing of HR manager and approval of top management.

· Make accounting entries of generated monthly payroll reports in Tally Accounting Software Program.

B. Working on Leaves, Encashments & End of Service Benefits
· Preparing the supporting documents.
· Checking calculation of overtime hours, absences and outstanding operational advances.

· Encode the overtime hours, absences in the HR Pioneer Payroll Program.

· Generate reports in the HR Pioneer Payroll Program for leave settlements, ticket encashment and end of service.
· Prepare accounting entry in the Tally Accounting Software Program.

C. Purchase Requisition and reimbursements of expenses.

· Check supporting documents in the purchase requisition of employees’ camp Admin and maintenance request.

· Checking the reimbursement of expense summary from the suppliers’ invoices.
· Check the charging of Account Titles and make accounting entries in Tally Accounting Software Program.
· Print the Cash/Check Disbursement Voucher.

D. Handling of Accounts Payable
· Check the supporting and approved documents of  LPO’s .

· Monitor due dates of supplier’s claim.
· Clearing pending LPO’s with pending supplier’s invoices.

· Reconciling the Supplier’s Statement of Accounts.

· Make accounting entries for supplier’s invoices.
· Processing payments and releasing of supplier’s check.

· Processing payments of suppliers through local and international bank transfer.

   
UNITED DOCTORS HOSPITAL 
    Accounts Receivable Accountant 
    Jeddah, Kingdom of Saudi Arabia

May 5, 2010 – May 24, 2013 

Job Summary: 
Responsible for the day to day operations in the Accounts Receivable Department. Ensures accurate and updated accounting records for customers accounts and reconciliation of monthly statement. In includes customers billing and preparing technical reports as required by the Finance Manager. 

General Duties and Responsibilities:
· Prepare updated monthly insurance company statement with an attached monthly covering letter. 

· Follow-up collections reconcile payments made by the insurance company and post it to their respective accounts receivable subsidiary ledger. 

· Prepare monthly invoices of each insurance company for approval by the Finance Manager. 

· Prepare monthly accounts receivable summary and company collection report every end of the month. 

· Prepare letters to follow-up payment for an overdue accounts. 

· Prepare Journal Voucher as required. 

· Assist the Accounts Receivable staff for each job assigned. 

· Prepare reports as required by the external auditor every interim and year-end audit.
Accounts Payable Accountant 
MHI-Technical Services Corporation Philippines 
25/F BPI Buendia Center 
Sen. Gil Puyat Ave., Makati City Philippines
(2005 – 2010)
Job Summary: 
Responsible for maintaining accurate and updated records of books of accounts such as accounts payable, disbursements books, journal books and general ledgers. 

Duties and Responsibilities: 

· Check validity of claims involving purchases. 

· Records purchase and maintains records affecting purchases and disbursements including records for each supplier. 

· Monitors due dates of supplier’s claims.

· Ensures that balances of claims from suppliers reconcile with suppliers’ records or statement of accounts before reconciling it against the general ledger. 

· Maintains individual records relating to accounts payable. 

· Prepares accounting schedules and aging analysis of accounts payable report. 

Accounting Works: 
· Preparing Disbursement Voucher makes accounting/journal entries, and check validity of supporting documents for: 
· Supplier’s invoices/billings or statement of accounts covering the present accounting months/periods. 

· Cash Requisitions, Purchases Orders, and Travel Cash Advance Requests. 

· Liquidation Report with approved reimbursement. 

· Semi-monthly payroll /salaries of employees including contractual. 

· Replenishment of Operational and Petty Cash Fund. 

· Preparing Accounts Payable Voucher makes accounting/journal entries, and check validity of supporting documents for:
· Suppliers’ invoices/billings covering the previous accounting months/periods. 

· Preparing Journal Voucher makes accounting/journal entries and attach supporting documents for: 
· Billings from suppliers not yet received at cut-off date of accounting report. 

· Monthly bank reconciling items to adjust the books. 

· Estimated monthly expenses for employees 13th month pay, bonus of employees and retirement fund contribution. 

· Monthly collection of various receivables based on acknowledgement receipt prepared by the cashier upon receiving cash, checks payments from third parties, turn-over from employees excess cash. 

· Prepares Journal Vouchers for any adjustment or correction of errors affecting accounts payable or disbursements. 

· Prepares monthly bank reconciliation between the accounting books and the bank/statement balances to determine if all the disbursements transactions were all recorder in the books of the company for all bank accounts. 

· Posting entries for various accounts for Computerized Accounting Software. 

· Prepare and facilitate daily bank transactions.
· Prepares Bureau of Internal Revenue Certificates of Taxes Withheld (BIR Form 2301) from payments made to suppliers and distributes them to all the concerned suppliers on a monthly basis.
Auditing Works: 
    Conducts annual company’s internal audit. 

Computer Works:
· On-line encoding or inputing of the accounting entries, data in the computer system for: 
· Cash/Check Voucher to the Disbursement book in the General Ledger System. 

· Accounts Payable Voucher to the Accounts Payable Book. 

· Journal Voucher to the Journal Voucher Book. 

· Official Receipts to the Cash Receipts Book. 

Coordination Works: 

· Coordinate with Assistant Manager and/or with the Finance and Accounting Manager for other job assignments. 
·  Coordinate with other company employees for accounting matters. 
· Coordinate with external auditor during quarterly audit requirements. 

General Responsibilities: 
· Ensures that important transactions of the department are properly documented and updated promptly in the accounting system. 
· Ensures timely preparation of reports and documents. 
· Ensures that all suppliers’ records and files are properly managed for easy retrieval. 

SEMINARS ATTENDED: 
1. An Update on Bookkeeping Regulation under Tax Comprehensive Tax 

Reform Program (CTRP) 

Sponsored by: JRP Business Institute 

Makati City, Philippines 

2. The 2005 Value Added Tax System and New Amendments of CTRP. 

Sponsored by: Tax Studies & Research Center 

An Authorized CPE Provided of Professional Regulation Commission 

Module 1: Implementing Guidelines of E.O. 399 or the No Audit 

Program (NAP) of the BIR and New Rules on Computerized 

Bookkeeping, Tax Mapping & Tax Assessment 

Topic Discussed: 
Part I: The No Audit Program (NAP) of the BIR 

Part II: New Rules on Invoicing and Tax Accounting 

Part III: Rules on Tax Mapping, Tax Assessment & Tax Audit

3. The Consolidated E-VAT Regulations and the 2005 – 2006 Comprehensive amendments of CTRP. 

Sponsored by: Tax Studies and Research Center 

Module 1: The New Corporate Income Tax System & New BIR 

Tax Compliance Requirements under 2005 - 2006 

Comprehensive amendments of CTRP. 

Module 2: Implementing Guidelines of the 2005 Expanded 

Value Added Tax (VAT) Law under Revenue 

Regulation (R.R.) 16-2005
EDUCATIONAL BACKGROUND: 
College : Liceo de Cagayan University 

Bachelor of Science in Accountancy 

SY 2000 – 2004 

High School : Santo Niño High School 

Poblacion, Gitagum, Misamis Oriental 

Elementary : Gitagum Central School 

Poblacion, Gitagum, Misamis Oriental

PERSONAL INFORMATION: 
Date of Birth : October 23, 1981 

Civil Status : Single 

Age : 33
Height : 5’3” 

Weight : 58 kgs. 

Sex : Male 

Citizenship : Filipino 

