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WORK SUMMARY
Experienced in Auditing and Accounting jobs and Admin works. Ensure my satisfaction towards tasks given and output oriented.
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EDUCATIONAL BACKGROUND
Bachelor of Science in Accountancy - 2002 Graduates
West Negros University
Bacolod City, Philippines
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STRENGTH & SKILLS:
Working in a fast-paced environment, strong organizational, leadership and interpersonal skills. Committed to exceptional customer service, driven by challenges. Detail oriented and resourceful in organizing & completing tasks, highly analytical, can work under pressure with minimum supervision. Equipped with a high degree of integrity, independence, right attitude & proper mindset in carrying out objectives of the company. Multitasking & works effectively congenially with employees at diverse level. Computer literate: Words, Excel, Picture Manager and Internet.

WORK EXPERIENCE:
Accountant Assistant
May 07, 2014 up to Present
· Protects organization’s value by keeping information confidential. 
· Maintains accounting ledgers by verifying and posting accounts transactions. 
· General ledger entry including accruals and prepayments. 
· Prepare weekly and monthly reports for managements’ decisions. 
· Checking and monitoring of bank balances and preparation for cash flows and bank reconciliation statement. 
· Responsible in daily cash position monitoring such as collections from clients. 
· Prepare payroll for employees on time. 
· Preparation of payment vouchers and scheduling of cheques. 
· Monitoring timesheets to which reconcile with the monthly payroll. 
· Disburses petty cash by recording entry and verifying documentation. 
· Prepare invoices and credit note with supporting documents. 
· Chasing outstanding customer accounts and account receivable monitoring. 
· Receives cheques and cash collection and process it to deposit in the bank. 
· Prepares and reviews staff annual leave and end of service benefits in accordance with the countries existing labor laws. 
· Preparation of monthly balance sheet accounts and ledgers. 
· Maintains and keeps all documents in file. 
· Processing visa renewal and new visa application through immigration online from preparation to finalization. 
Zest-O Corporation   (5 Years)
Branch Internal Auditor
Feb 2009 – Feb 2014
Zest-O Corporation is one of the largest beverage companies in the Philippines. Zest-O Corporation is Manufacturing and Distribution Company.
· Firmed in the implementation of internal control and assist all members of management in the effective discharge of their responsibilities, by furnishing them with analysis, appraisals, and recommendations concerning the activities as Internal Auditor. 
· Prepare Statement of Accounts, Analysis on Aging of Accounts Receivables, Verification of Charge Invoices and Confirmation of accounts conducted in a monthly basis through field visits, telephone calls and the emails. 
· Prepare warehouse inventory reports. Conduct actual physical counts of good stocks. Conduct audit by documents review on receiving, outgoing, returns from store/s. Oversee the condemnation of bad stocks due to dinted, expiry and bulging items. 
· Analyze and Review Bad Order Stocks Returned, Confirmation of Promotional Trade Supports, Gondola Display Allowances and Retail Store Opening Supports. 
· Prepare Bank Reconciliation Reports. It includes review and analysis of cheque payments at Branch and Head Office. Analyze and review collections against corresponding bank credits/debits. 
· Impartial and independent appraisal of activity for the review of the accounting, financial and other operations with the primary purpose of fraud prevention and detection. 
· Conducts thorough investigation and detailed audit in case of accidents, theft, fraud or 
embezzlement of fund.
· Concerns with any phase of business activity where I can be of service to management. 
Oil Spill Rehabilitation Project - Community Facilitator (1 year)
(Government of the Philippines)
Jan 2008 – Dec 2008
· Manage all aspects of project development in the poorest municipality. 
· Assist community beneficiaries on their proposals, reviews of their feasibility study and fund releases for the implementation of their identified livelihood or income generated projects. 
· Solve issues on the cash for work activity such as work and area of assignment 
· Provide training on financial management system for a core group of community leaders, volunteers, beneficiaries and community organizational structures that will manage, monitor and sustain the projects/programs. 
· Document community experiences through written and picture for transparency and program enhancement and formulation 
KALAHI CIDSS and the World Bank - Project Financial Analyst (4 year)
(Government of the Philippines)
Aug 2004 – Dec 2007
· Assist barangay treasurer during fund utilization such as payment to Materials and Labourers and overhead cost during the implementation of the project 
· Establish financial management system for the project in a Municipality. It includes job coaching on simple bookkeeping, mentoring, and demonstration, fiduciary review, filling and organizing of financial related jobs. 
· Assist the team in project proposal preparation such as costing of infrastructure project 
· Prepare report on financial accomplishments vies-a-vies physical accomplishments. 
· Conduct trainings, records review, project site visits and assessments and reporting documentation and physical inventory to project site. 
· Maintain good rapport with Municipal Local Government Unit and assist them during the monitoring of the projects implementation 
· Assist the barangay groups during the preparation of pertinent documents for fund request and releases. Prepare monthly financial accomplishments, fund utilizations and counterpart reports. The loan was grant from THE WORLD BANK. 

PERSONAL DATA:
	Birth Date
	:
	March 19, 1981
	Gender
	:
	Male

	Marital Status
	:
	Married
	Nationality
	:
	Filipino
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