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EDUCATIONAL QUALIFICATION:

Bachelor of Accountancy

Polytechnic University of the Philippines 1989-1993

Manila, Philippines

Masteral in Christian Counseling 

Alliance Biblical Seminary (20 units – Post Graduate 2000-2002)

Philippines

SKILLS & QUALIFICATIONS: 

· Knowledgeable in Internet Research and Windows Application software(MS Office: Word, Excel, Outlook and PowerPoint) 
· Knowledgeable in accounting software (x1601 – for travel agency, ACCPAC, Platinum, Peachtree, QuickBooks). 
· Knowledgeable in booking software like Galileo and VRS
· Good in both written and verbal English Communication

· Good in Customer Service Relations (Telemarketing, Emails and PR)

DETAILED WORK EXPERIENCE:

Accounts & Admin Officer


FLC Marketing Consultancy

Feb.23, 2012-November 12,2015
1. Prepare and handling WPS payroll monthly.

2. Release all the payment for the promoters and any payment in the office.  
3. Prepare all the monthly report like expenses, sales and receivables for the month.  

4. Act as admin assistant for any office requirement like supplies, salary certificate and employees record.

5. In charged for the overall accounting report.
	Accounts Assistant                                                       November 2, 2007-October 8, 2011
	Qeshm Travels & Tourism                        Dubai, UAE


· Assist in phone reception for executive and administrative departments.

· Received payment for various transaction made by the counter staff. 
· Prepare the deposit slip for the money collected for the day. 
· Check all ticket coupons for sales report and entry made by the counter staff. 
· Prepare payment for ticket cash purchases and refund ticket of the client.
	Accountant
March 8, 2006-November 2, 2007
	Long Island Travels         Dubai, UAE


· Preparation of company’s:

- Voucher


                               - Check for payment

- Sales report for ticket stock request
   - Financial Statement 

- Reconciliation of various bank statements

· Receiving cash /checks and prepare deposit slips, Recording Cash Receipts,  

   Purchase/Inventory ticket stocks and Cash Disbursement Book

· Functions also as Petty Cash Custodian and Customer Relations Officer in 

   handlings miscellaneous expenses and entertain various inquiries respectively. 

· Releasing Payroll and other cash for various expenditures

· Improves existing accounting system thru suggestions, and working as a team player 

   with all the staff, 
Performs related business activities in relation to the job profile.

· Liaison with the auditors, banks, and legal departments for transparency of

   financial business operations. 

· Helps in booking of passengers for International and Local flights

· Monitors all Visit Visas issued that will expire and call the corresponding agent to 

   ask their client regarding its exit status or their employment visa status.

	Accounts Assistant   cum Secretary                                          November 16, 1998 - October 30, 2005
	OMS International Inc.      Philippines


· Preparation of company’s:

- Vouchers





- Checks for payment

- Subsidiary Ledger for particular accounts  
- Financial statement 

· Receiving cash /check and prepare deposit slip, Recording Cash Receipts and Cash 

   Disbursement Book.

· Petty Cash Custodian, and part time secretary to answer the various incoming calls  and other inquiries

· Releasing of payroll and other cash expenditures

· Assists in preparing sponsor letter 

	Accounts Assistant                                             July 6, 1998 - November 15, 1998
	FCG IND., INC.                        Philippines


· Preparation of company’s:

- Vouchers 



- Checks for payment 

- Purchase orders 


- Payroll 

- Cash flow 


          - Petty cash replenishment 

- Deposit slips for deposit.

- Transmittal of various documents for loan approval  

- Delivery receipt and arrange necessary deliveries of merchandise ordered

· Petty cash custodian.

	Accountant                                                       April 27, 1996 - June 27, 1998
	Abenson Sales Corp.        Philippines


· Preparing; 

-Bank reconciliation and its corresponding debit/credit memo 

-Monthly expense report (detailed and per group)

-Monthly account receivable-trade reconciliation reports 

-Monthly summary of deposit on purchase commitment and L/C importations

· Recording of all transactions in the books of original entries (like cash disbursement book, cash receipts book, general journal and sales book).

· Maintaining subsidiary ledger of the company and affiliated companies’ account  receivables, customer and  miscellaneous deposits 

· Updating lapsed schedule for company properties and equipment 

· Posting of books summaries to working trial balance.

	Accountant                                                       August 23, 1993 - March 15, 1996
	International Brands Regency Philippines


· Preparing; 

-Debit/Credit memo against account receivable-trade

-Payroll, various government taxes remittances and other local security system  

 Contributions 

-Adjustment entries, Monthly sales commission, Advertising and Promotion expenses 

-Trial Balance 

· Recording of different business transaction of the company like cash disbursement book, cash receipt book, sales book and adjustment, Validates official receipt against sales invoice being paid

· Acting as petty cash custodian.

· Checking sales invoice against their corresponding purchase order and its computation.

	Data Processing Trainee                                                      August 16, 1992 to March 28, 1993
	Polytechnic University of the Philippines Philippines


· Encodes, verifies, edit and perform other data processing functions

SHORT COURSES
· Nadia Training Institute 
     Administration 
     June 12, 2010                                    
PERSONAL INFORMATION:

· Nationality     : Filipino

· Birth of Date  : 03 August 1972
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