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LOVELY  
( lovely.266696@2freemail.com 
PROFESSIONAL PROFILE
A versatile and analytical management/accounting professional with 10 years proven experienced in handling different accounts with potential for advancement. Proven ability to manage and complete projects to the highest standard, with meticulous attention to detail and consistently meets deadlines.
Core Strengths/Competencies include:

· Detail-oriented, efficient, and organized with extensive experience in accounting systems (SAP-Systems Applications and Products in Data Processing)

· Proficient in the use of Microsoft Word, Microsoft PowerPoint, Microsoft Excel and the Internet
· Resourceful in the completion of projects and effective at multi-tasking

· Customer-oriented with excellent Interpersonal and Communication skills in English both oral and written

· Self motivated; able to implement decision and set effective priorities to achieve both immediate and long-term goals

· Highly trustworthy, tactful and ethical
Employment History
ROWELL LITHOGRAPHY & METAL CLOSURE INC.

Accounting Staff (May 26, 2015 – February 16, 2016)

· Prepares and record Sales Invoices.

· Handles subsidiary ledgers of Accounts Receivable-Trade.

· Conducts monthly physical inventory
· Prepares monthly summary of Factory Supplies Consumption.

· Prepares Debit and Credit Memos for customers and suppliers.

· Records and Files Cash Vouchers.

· Prepares daily Sales Report and Sales Report Summary monthly.
· Other duties that may be assigned from time to time.
· Plan strategy to prepare sales invoices, sales book and customer subsidiary ledger accurately and on a timely basis.

DEGUSTATION CORP.(CYMA GREEK TAVERNA CORP.)
Finance Officer- Treasury (February 23,2013 – December 31,2014)

· Monitors the daily cash position and cash requirements of the company.

· In charge in the releasing of checks to suppliers.

· Handles all cash and check deposits, withdrawals and other banking transaction.

· Manages petty cash disbursements.
· Understand, manage, and supervise all aspects of cash flow.
· Monitor bank service fees and address quality issues.
· Manage all reimbursement and liquidation of employees.
· Maintains an organized and efficient Accounts Payable preparing payments to creditors through Cheque and Cheque Writer.
· Responsible for the bank monitoring of monthly reconciliation.
· Assists the Financial Manager in preparing Financial Statement and Management Reports.
· Ensuring and updating that all the receipts and invoices ared coded, verified and posted into the system accurately.
· Handles issuance and monitoring of gift certificates.
· Month End Inventory.
PALM FOODS CHAIN, INC.(Casa Armas Bar & Restaurant)
Accounting Officer- Treasury&Receivables (June 22,2011 – February 04,2013)

· Monitors the daily cash position and cash requirements of the company.

· In charge in the releasing of checks to suppliers.

· Handles all cash and check deposits, withdrawals and other banking transaction.

· Manages petty cash disbursements.
· Prepares schedule of remittance for BIR such as (1601E, 1601C,1601F,2550M&2550Q).
· Summarizes collection on daily basis.
· Manage all reimbursement and liquidation of employees.
· Maintain and updates all records.
· Ensures that all sales and collections of the branches are captured and recorded accurately.

· Performs audit on sales transactions on a daily basis.

· Checks Catering sales and other charges.

· Posts sales transactions in the Accounting System on a daily basis.

· Ensures proper billing and collection of credit card and catering transactions.

· Ensures that all accounts receivables and other receivables are monitored and collected promptly.

· Handles issuance and monitoring of gift certificates.

· Prepares analysis and reports as required.
Accounting Officer – Payables (October 23, 2008 – June 21, 2011)
· Checking and recording of payable invoices per outlet on a daily basis.

· Reconcile & Prepares checks such as Petty cash, Consignments and Sale Invoices.  

· Prepares checks on remitted to Government (SSS, HMDF, Philhealth&BIR). 

· Maintains ledger of all accounts that have contracts for the purpose of monitoring progress of payments.
  

· Monitors advances, partial payments made to suppliers and COD payments.

· Reconciles supplier’s statement and discuss with suppliers any discrepancies noted.

· Decides on priority checks for release based on aging and in coordination with

     purchasing.

· Prepares Certificate of Withholding Tax (BIR Form -2307) for issuance to suppliers at the end of every quarter.

· Month End Inventory.

GLOBE TELECOM., INC.
Admin. Assistant - Procurement (SAP system knowledgeable) (March 31, 2007 – March 7, 2008)

· Create OSI Templates (Da Vinci Project)

· Create Purchase Order (P.O.) as per request of purchase requisition.

· Prepare Proposal Letter or Quotation Letter for different suppliers/vendors regarding materials or item price.
  

· Prepare Bid Opening Checklist for bid opening committee. 

· Daily update/follow-up all vendors/suppliers in any bid of price in certain project.

· Tabulation of Bids in any certain big project for comparison of price.

SAN MIGUEL PUREFOODS CO. Inc./Great Food Solutions

A/R & Credit Reconciliator (SAP system knowledgeable)(November 17, 2015 to April 10, 2007)
· Responsible for Manager Sales and Product Application reconciliation.                       

· Daily posting and monitoring of payments, cleaning of accounts receivable and checking of invoices.

· Prepare Credit and Debit Memo

· Follow-up payments and send collection letter to clients


· Visits customers to pursue collection of critical accounts or accounts with overdue balances

· Update of customers Statement of Accounts

· Prepare remittance report of clients and maintained up-to-date confidential client files
· Reconciliation of Accounts

· Perform month-end-closing and provide monthly financial reports.

· Weekly visit to Customer to pursue a reconciliation and collection.
NON-EDUCATIONAL Work Experience

Service Crew / Customer Service (October 25, 2005 – March 25, 2005)
                                     
McDonald’s Corporation (Mandaluyong Philippines)
Educational Attainment
TERTIARY      
Bachelor of Science in Accountancy                            (2001-2005)     



Philippine School of Business Administration

SKILLS

·     Computer Literate (MS Word, Excel and PowerPoint)

·     Knowledgeable in SYSTEM APPLICATION and DATA PROCESSING 4.7. (SAP)

·     Knowledgeable in GREAT PLAINS SYSTEM

·     Knowledgeable in PEACHTREE ACCOUNTING SYSTEM

Personal DATA

Date of Birth      
 : January 06, 1983


Place of Birth 

 : Cabagan, Isabela Philippines
Status


 : Married



Citizenship    

 : Filipino
 


Religion    

 : Roman Catholic

CHARACTER REFERENCES

Reference available upon request.

I hereby certify that the above information is true and complete to the best of my knowledge and belief.
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LOVELY 









            Applicant’s Signature
