[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



AUBREY




[image: image2.png]



OBJECTIVE

To secure a challenging position with a dynamic organization that has a

            commitment to personal growth and be part of learning process.

QUALIFICATIONS
· Creative, Assertive and Cooperative.

· Willing to undergo intensive training to learn.

· Able to handle multiple tasks.

· Has the passion for long hours of productive work.

· Always observes safety practices.
SKILLS

· Knowledgeable in JDE / AS400 accounting system 

· Knowledgeable in online bank transactions and E-reporting to Philippine government agencies such as PEZA, BIR, SSS, HDMF and Philhealth.
· A computer literate and an efficient worker

· Speaks and write both English and Filipino Language

· Microsoft Office- Excel, Word and Power point.

EDUCATIONAL ATTAINMENT:

Laguna College of Business and Arts

Calamba City Laguna, Philippines

Bachelor of Science in Accountancy

Date Graduated: April 2010
WORKING EXPERIENCE
 (FPC DESIGN COMPANY – IT) 

Philippines

May 23, 2011 – March 31,2016
Senior Accountant (January 2016 – March 2016)

Mid Accountant (January 2015 – December 2015)
· Approving and posting of check vouchers and journal vouchers in JDE / as400 accounting system
· Approving and posting of accounts receivable and accounts payable transaction in JDE / as400 accounting system
· Finalizing the accounting transactions without supervision

· Preparation and Finalization of Various Monthly Reports/schedules from JDE /as400 accounting system such as:

· Trial Balance 

· Prepayments

· Lapsing schedule
· Expenses/ Ledgers

· Bank Reconciliation

· Financial Statements 
· Month end accounting processing and reporting to head office

· Preparation and finalization of company’s quarterly and year-end reports and reporting to head office and to Government agencies such as PEZA, Bureau   of Internal Revenues, etc.
· Fund transfer to company account and Maintaining the cash in bank balances
· Prepare annual budget and monitor the company’s cash flow and expenditures
· Coordinates with external auditor and providing them information and response to their queries and ensuring the timely completion of annual audit based on accounting standards and company /head office timeline

· Attends in the annual board meeting of the company

· Coordinates and discuss legal and other matter to company lawyers 

· Finalization of Payroll Report 

· Government reports and remittances

· Provide and release memorandum to all employees

· Handles and coordinate renewal of all contract with suppliers, office and staff house lease, foreign nationals working visa and local employees visa on overseas training

· Approve the company events plan such as Christmas party, summer outing, etc.

· Assist in the recruitment / hiring of new employees
· Assist in finalizing of employees benefits such as Health benefits, allowances, etc.

· Filing and documentation

· Other accounting related matters
Junior Accountant (January 2014 – December 2014)
Accounting and Administrative Staff (May 23,2011 – December 31,2013)
· Preparation and recording of check vouchers and journal vouchers
· Preparation and recording of Account Receivables and Accounts Payable

· Preparation of Various Monthly Reports/schedules such as:

· Trial Balance (once a month)

· Prepayments

· Lapsing schedule
· Expenses/ Ledgers

· Bank Reconciliation

· Financial Statements 

· Cash Flow Monitoring
· Purchasing
· Petty Cash Custodianship
· Preparation of Government Reports/Requirements such as PEZA,BIR, SSS, HDMF and Philhealth.
· Bank Liaison
· Coordinates with external Auditors 
· Preparation of Company’s Quarterly and Year-end Reports to Head Office
· Payroll Processing
· Attendance and Overtime Recording

· Handles/ Coordinates the following:
· Renewal of foreign national’s working visa

· Hotel & Travel bookings of the GM and guests

· Transportation Requirements

· Office Lease/Staff House Lease

· Travel requirements/ documents

· Maintains Office Supplies

· Filing of accounting and administration related documents
NEW HARVEST MARKETING 
(SUN CELLULAR DISTRIBUTOR – TELECOMMUNICATION)
Brgy. Real, Calamba City 
Philippines

May 26, 2009 – May 15, 2011
Accounting Assistant (January 2010 – May 2011)
· Responsible in stock inventory

· Employees sales report

· Monitoring of daily time record of employees

· Preparation of payroll, payments on mandatory deductions
· Preparation of reimbursement and liquidation of expenses

· Receiving and filing of documents

· Making of purchase orders
· Raise payment vouchers

· Preparation of monthly sales summary
Encoder (May 2009 – December 2009)
· Responsible for making reports to be submitted to the head office

INTERNATIONAL RICE RESEARCH INSTITUTE
Los Baños, Laguna

April 2008 – June 2008

On-the-job-Trainee

· Receiving of documents

· Assets Reconciliation

· Recording of Asset acquisition/disposal
LAGUNA COLLEGE OF BUSINESS AND ARTS
Burgos Street, Calamba City

June 2005 – March 2009 

Student Assistant

Deans Office

· Receiving and Filing of documents
· Accommodating students/parents concern
· Answering phone calls
SEMINARS ATTENDED
Comprehensive Tax Update Seminar


August 2015
Excellence in the Workplace: Work Attitude & Values Enhancement



August 2015

Tax Seminar with Latest Updates 2013


November 2013

Tax Seminar on Year End Tax Planning & Strategies and How to Handle Tax Audit & Investigation


February 2012
PERSONAL INFORMATION:
            Date of Birth               :                       October 18, 1988

Place of Birth              :                       Calamba, Laguna

            Civil Status                 :                       Single

            Citizenship                  :                       Filipino

            Height                         :                       5’ 2”

            
**Character reference available upon request.

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