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REMY 
PERSONAL DATA

Citizenship
: Filipino

Civil Status
: Married

Gender

: Female
Religion

: Roman Catholic

Place of Birth
: Marikina, Philippines

Language
: English, Filipino

Visa Status
: Visit Visa




OBJECTIVE
:  To seek profession within the progressive and reputable 




Company, in order to utilize my qualification experiences



as a professional individual.


EMPLOYER
:
NAZO (SHARJAH)
NATURE
:
CERAMIC TILE CO.
POSITION
:
Accounts cumCashier
YEAR

:
January 1, 2014 –March 5, 2016
-Year 2014, assigned as FULL TIME CASHIER in SHOWROOM
-Handling daily CASH receipts, SALES order form, STOCKreservation
-Tile cutting computation& assisting customers in Reception if needed.
-Year 2015, transferred to accounts dep’t doing Approval request
-Monitor payments/collection of Customer fromall branches
-Computation of SALES commission and refunds to customers

-SALES Receipts Posting (SAGE Line 50) & monitor statement of accounts

-Checking of Salesman’s quotations, for management approval.

-Petty cash custodian
EMPLOYER
:
VITA SCENTS CHEMICALS (PHILS)
NATURE
:
SUPPLIER-CHEMICALS &PERFUME
POSITION
:
Accounting Assistant cum Admin
YEAR

:
January 1, 2012 – February 28, 2013
-SALES REPORT/MONITORING of 3 affiliated companies
-Recording in Journal, Cash Receipt, Disbursement, General Ledger

-Payable processing, follow-upcollectionsespecially for overdue accounts.

-Monthly Cash FORECAST& Quarterly Report of Cash Flow

-Bank Recon, Account Opening, Telegraphic Transfers, Payroll & Taxes
-In-charge in ATP for printing of Official Receipts/Invoices
-Processing/Renewals of Business permits and Annual Registrations
-Filing of important documents (policies& other govt. issued certificates)

-Inventory control (FIFO) and checking of returned/rejected stocks

-Monitoring of 201-Employee files and some administrative tasks
-Powerpoint presentationof OVERALL Sales of 3 companies
EMPLOYER
:
OBAYASHI CORPORATION (DUBAI)
PROJECT  
:
DUBAI METRO (DURL)
POSITION
:
Accounts cum Admin–TIMBERLINE SAGE

YEAR

:
March 10, 2008-June 30, 2011
-Handles Petty Cash and Revolving Fund of eachProject Stations
-Payables Processing of Jebel Ali DEPOT & various Overground stations

-Preparing Requisition Order for materials needed at site (for PO)

-Progress Billing and reconciliation of unsettled accounts& back-charges 
-Monitoring of site supplies, equipment, manpower, & utility bills
-Selling scrap materials, internal transfers of supplies
-Monitoring of drivers/vehicles expenses and office/pantry supplies 
EMPLOYER
:
ALC UNITED SPICE INC. (Burger House) -Accountant
YEAR

:
January 4, 2007 – January 31, 2008 (1 year )
.-Bookkeeping and Preparation of Financial Statement
-Payable Processing, Disbursements, Payroll and remittances/taxes
-Bank Reconciliation (Peso and Dollar), Sales Deposits & Inventory
-Purchasing of ingredients for Burger House (2 branches)

EMPLOYER
:
SHOPMANILA INC.- Shoe Botique – Finance Assistant
YEAR

:
April 1, 2007 – January 30, 2008( 9 months )
.-Control of Receivables and Consignors Data

-Monitoring of Cash Deposits from Sales of all stores 

-Audit of Overall POS system Receipts & Supporting Docs
-Billing issuance,reimbursements, and Bank Reconciliation
EMPLOYER
:
RIOFIL CORPORATION (JAPANESE Construction)
POSITION
:
ACCOUNTANT I / FINANCE / PAYROLL

YEAR

:
APRIL 26, 1995 – DECEMBER 26, 2006(11 years)
ACCOUNTING/FINANCE/PAYROLL (YEAR 1996-2006)
-Financial Statements Preparation 
-Handles EWT/WT/Vat Remittances and Schedules and processing of Payables 
-Banking transactions (open account, fund and telegraphic transfers, etc.)

-Monitoring of Short-term Placements and Check Disbursements
-Preparing Monthly/Weekly/Daily Cash Report / Cash Flows/Petty Cash Custodian
-Monthly Bank Reconciliation for Peso, Yen, & Dollar Accounts

-Accounts Receivables Monitoring and follow-up collections
-Billing Preparation for various projects / clients (vatted/ zero-rated)

-Computing/Monitoring Sick Leaves , Vacation Leaves, 13th month and Bonuses

-Payroll&timekeeping(handling almost 2000)
CLERK (engineering dept) / TELEPHONE OPERATOR  (1995)
-Encodes Engineers Bidding Proposals & Bill of Qty Tables

-Attending phone calls, distribution of memo/circulars,& filing
SPECIAL SKILLS:

-Proficient in MSWord, Excel, POWERPOINT,Outlook,Timberline SAGE, Sage Line 50
-Knowledge in stenography and a speed typist. (54 WORDS PER MINUTE)

-Part-time Instructor for Business Correspondence (Jan-Feb, 2007)
EDUCATIONAL BACKGROUND

1998-2002
JOSE RIZAL UNIVERSITY
COLLEGE - BACHELOR of Science in Accountancy

1992-1995
FASS INST. OF TECH.

DIPLOMA – Computer Secretarial
I certify that the above information are true and correct to the best of my knowledge and skills.

.

REMY 
CV NO: 1747488
Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




