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Objective:
Seeking in the accounting field where excellent analytical and technical skills can be utilized to improve the company’s profitability.

Experience summary:
· Efficiently managed every accounting tasks handled over by accounting supervisor and completed tasks to satisfaction.

· Summarizing, journalizing and encoding of all accounting adjustments and documents and applied all accounting practices and procedures

· Have knowledge in Microsoft office such as MS word, excel and powerpoint, company’s own accounting system such as web sales, web ps and diamond (company’s own accounting software)

· Have knowledge in quickbooks software

Personal Experience:
July 2009-September 2015 Volt Harold Marketing Corporation



Accounting Bookkeeper


Duties and responsibilities:
1) Analyze, prepare and encodes monthly journal entries for adjustments, purchases, sales, collections, registrations, payables, receivables and disbursements (petty cash funds and commission tickets).

2) Reviews and verifies the accuracy of journal entries and supporting documents and conduct proofreading if necessary

3) Ensures accurate and appropriate recording of revenues, expenses, accruals, adjustments, receivables and payables by checking and reviewing general ledger

4) Performing bank reconciliation for collection, registration and commission, and reconciliation of all expenses by conducting detailed analysis of expenses

5) Preparation, completion, printing and checking the accuracy of Financial Statements (Balance Sheet, Income Statements and Operating Expenses) and its supplementary schedules such as receivables, payables, inventories, deposits, fixed assets, expenses, temporary accounts (other debits and credits) and deferred income.

6) Kept accounting records and compiled information for future references (general ledger, working papers, schedule of receivables and payables, memorandums), complete external audit by analyzing and scheduling general ledger accounts and providing information (copies) for auditors.

7) Secures financial information by completing database backup and protects organization’s value by keeping information confidential

September 2005-June 2009 Volt Harold Marketing Corporation


Accounting Clerk (receivables and stocks/inventory)


Duties and Responsibilities

1) Checking, charging and encoding of all documents received from branch such as receiving reports, delivery receipts, daily cash collection reports (Official Receipts), spare parts service transfer stocks (SPSTS), service and job order, Account Opening Form,  through company’s journal ledger through accounting computer system
2) Analyzing of memorandums for approval, adjusting and encoding of approved memorandums using debit and credit memos and journal voucher for journal entries 

3) Proofreading of all documents encoded against printed proof list from accounting system and corrections of all encountered errors

4) Updating schedules to excel files, printing and filing of memorandums, schedule of receivables and payables, general ledger and other schedules

5) Checking discrepancies between related documents for discussion of errors and questionable figures/amounts

6) Printing of supplementary schedules for Financial Statements

February, 2003 – June, 2003 NE Bodega Supermarket




Merchandiser

1) Displays inventories in their specific places in the store

2) Fill all the available spaces with the products and make sure that it is attractive in the eyes of the customers

3) Assess every customers when they need assistance

4) Performing weekly physical counting of inventories to make sure that products will never be out of stocks and monitor if how many items we sold for the week

5) Perform purchase orders and give it to the purchasing officer

6) Once the products arrives, we take it to the stockroom

7) Whenever there are so many customers, we open counters and do the role of a cashier

8) Paging wholesale orders from the product's merchandisers handlers
August, 2002 – 
January, 2003 NE Bodega Supermarket




Cashier

1) Greet customer with a smile

2) Itemize and punch all the store’s products  bought by the customers to the scanner

3) Receive cash from the customer’s and put into the cash register

4) Consider short or over from the total due of the customers against change

5) Remittance of all cash from cash register to Cash Clerk and Counter Heads

Educational Attainment:

College

June 2000-April 2005




Wesleyan University – Philippines




Bachelor of Science in Accountancy

Secondary
June 1996-April 2000




Saint Stephen’s Academy

Elementary
June 1990-March 1996




Ligaya Elementary School

Profile
:
Eager to learn new things and not afraid to take chances



Good in written and verbal communication skills



Resourceful in completion of projects and effective in multi-tasking



Proficient in management if accounts payables, accounts receivable, financial reporting



accounts reconciliation
Personal Information:

Birthday

:

December 12, 1983

Birthplace

:

Good Samaritan General Hospital Cabanatuan City, Philippines

Age


:

32 years old

Civil Status

:

Single

Nationality

:

Filipino

Religion

:

Roman Catholic

Visa Status

:

Visit Visa
I hereby certify that the above information are true and correct. Thank you.
