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OBJECTIVE 
To be involved in challenging task that would help improve my professional development and to be in a position that continually provides career, advancement and growth, so as to enhance my skills and abilities necessary to dispose my assigned duties and responsibilities in most competent, efficient and effective approach.

WORK EXPERIENCE
TOTAL WORK EXPERIENCE: 12 years
Total Period of Relevant Working Experience: 3 years
Company Name: Reed Elsevier Inc.
Position: Accounting Specialist – AP Bank Recon
Period of Employment: August 4, 2014 to May 13, 2016
Job Description: 
· Daily Reconciliation of all payments per account thru Oracle system.

· Exporting of Bank Statements per bank (RBS, CITIDIRECT, JP MORGAN and BNL account).

· Ensure all payments are reconciled.

· Investigate for all open items that are not reconciled.

· Assist for all query needed by other teams.

· Month-End Report of accounts should be balance (book vs bank).

· Month-End Report of Accruals to be submitted to R2R Team.

· Month-End Report of Bank Balance of all account.

· Assure that all open items are booked to suspense account.
Company Name: Ensogo Inc.

Position: Accounting Specialist – Accounts Payables

Period of Employment: September 30, 2012 to June 15, 2014

Job Description: 

· Checks and approves prepared computation of APsupport2 (includes 1st payment, 2nd payment and PO Payments) also with RFP/Suppliers.

· Manual preparing of check payments for all approved transactions

· Assists with monthly status reports, and monthly closings. 

· Updating the daily outstanding checks. Released and cleared items.

· Payment to XERO for the week assigned.

· Monthly reconciliation of all cleared checks thru bank statement.

· Daily monitoring of bank balance of all the banks of the company.

· Responsible for the Daily Cash Monitoring.

· Prepare list of checks to be forwarded for check cutting.

Company Name: Ensogo Inc.

Position: Accounting Specialist – Accounts Payables

Period of Employment: April 1, 2011 to June 15, 2012

· Daily payment computation & check preparation of all expenses.

· Prepares daily and weekly available checks & released.

· Responsible for the Daily Schedule of Collector.

· Maintain listing of accounts payable.

· Records entries to system.

· Assist merchant queries.

· Daily monitoring of outstanding checks (merchants, marketing & admin expenses).

· Assists with monthly status reports, and monthly closings. 

· Maintain files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices,

· Weekly reporting regarding payables payment status.

Company Name: Ensogo Inc.

Position: Accounting Assistant – Accounts Receivables

Period of Employment: November 4, 2010 to March 30, 2011

· Daily monitoring of cash collections thru credit card, paypal, bancnet & cash

· Daily Reconciliation of cash collections.

· Approved payments vouchers

· Follow established procedures for processing receipts, cash etc

· Prepare bank deposits 

· Investigate and resolve customer queries

· Organizing a recovery system and initiate collection efforts

· Communicating with customers via phone, email, mail or personally

Company Name: Global Resource For Outsourced Workers (GROW), Inc.

Position: Accounting Assistant – Accounts Receivables
Period of Employment: March 25, 2010 to October 2010

· Timely Computation of billings for all clients.

· Preparation of Sales Invoices & SOA’s.

· Entries for the SI’s & SOA are in QuickBooks Accounting Software.

· Close monitoring of Receivables.

· Weekly follow-up of collections from clients.

· Periodic Reconciliation of A/P & A/R accounts related to contractors 

· Billing & payroll.

· Weekly preparation of Aging of Accounts Receivable Schedule.

· Weekly preparation of Projected Cash Flows.

· Timely posting of all collections from clients in QuickBooks.

· Assist the operation team for the billing computation analysis.

Company Name: Accent Micro Products, Inc.

Position: Operation Branch Accountant 

Period of Employment: February 9, 2009 up to January 8, 2010

· Monthly Physical Inventory & Reconciled with Booked Inventory

· Monitors consigned stocks, ensures that the same are properly recorded in 

· The system, prepares Sales report of consigned items for reference of General Accounting

· Validates Daily sales and collection daily

· Checks credit card manual transactions - accuracy of daily sales summary 

· Ensures that Credit Approval process is compiled for Term and Dated Check transactions

· Ensures that all Sales and Receipts are properly documented.

· Ensures that Accountable forms such as Invoice, Official receipt,

· DR and RR are issued in series and all cancelled forms are filed intact

· Posting of Daily Statements 

· Monitors attainment of Sales and GP targets

· Timely submission of Weekly GP report

· Correct application of price protection, promos, subsidies, bank charges,

· Short delivery, third party commission, VAT-exemption, delivery charge, 

· Sales returns/replacements, 

· Submits reports on Weekly Subsidy and Rebates as required by Claims dept.

· Ensures that Invoices and Charge Slips of Sales with Subsidy are photocopied 

· And submitted to Claims dept. two days from date of sale

· Timely submission of Weekly Inventory Aging Report

· Timely submission of Monthly Inventory Count Report

· Coordinates cost adjustments with Cost accounting

· Coordinates with Purchasing re difference in PO details vs. actual items delivered

· Ensures that Stock Transfers are approved by the BM

· Ensures that Returns to Supplier are documented with system-generated DR,

· Duly signed by the Supplier's representative and supported by Request for

· For Stock Pull out (RSPO) approved by GM or Sales Manager

Company Name: Accent Micro Products, Inc.

Position: Credit and Collection Staff – Accounts Receivables

Period of Employment: January 17, 2007 up to February 8, 2009

· Prepare weekly & monthly Head Office & Branches A/R Reports.

· Follow-up collection from Head Office and Branches Customer.

· Prepare & process Credit Application Purchase of Customer.

· Prepare Daily Collection Report.

· Prepare & process transaction of customer for Sales Invoice.

· Coordinate & monitor Head Office & Branches for A/R Terms.

· Responsible for the Daily Schedule of Collector.

· Encodes 2306 & 2307.

· Monitor the supplies of Credit & Collection Department.

· Verify customer background for Credit Application transaction.

· Prepare weekly Credit Application Purchase Report.

· Prepare Check Requisition for TPC, Refund & Overpayment of Customer.

· Monitor client deposit.

· Prepare weekly & monthly Credit Cards for A/R Reports.

· Application of payments for Credit Cards & terms. 

Company Name: F1 Business Group, Inc.

Position: Treasury Asst. /Accounting Asst. – Finance Payables and Receivables

Period of Employment: January 6, 2006 – December 22, 2006

· Prepare disbursement and check voucher.

· Monitor weekly & monthly A/R.

· Prepare weekly & monthly Company Owned Sales & Branch.

· Prepare payroll.

· Conduct Monthly Inventory of Company Owned.

· Coordinate & monitor for Daily Bank Transaction

Company Name: WorldNet Achievers Consultancy Co., Ltd.

Position: Administrative Officer – Finance Payable and Receivables

Period of Employment: June 28, 2004 – December 19, 2005

· Monitor, evaluate, inspect, and coordinate equipment and supplies use for distribution within the organization.

· Prepare receipt, recording, and registering incoming/outgoing documents in its proper format and registry record book.

· Encodes record and file statement of accounts in its proper order.

· Monitor statements of account necessary for collection.

· Responsible for the daily schedule of all collectors.

· Prepare the monthly statement of accounts.

· Handling and monitoring staff disbursements and expenses related to company operation and staff benefits.

· Responsible of making all checks and disbursement slip of all expenses and payables of the company.

· Custodian of petty cash fund and responsible to its related replenishment.

· Prepare payroll, 13th month pay, and other benefits of staff.

· Conduct inventory of company office supplies.

· Prepare monthly and yearly company budget.

BACKGROUND:
COLLEGE: 
June 2000 –
 March 2004
CITY COLLEGE OF MANILA 
· Bachelor of Science in Business Administration, Major in Accountancy
HIGH-SCHOOL 
June 1996 – 
 March 2000
RAMON MAGSAYSAY HIGH SCHOOL ESPANA MLA. 
ELEMENTARY 
June 1990– March 1996 
LEGARDA ELEMENTARY SCHOOL
AFFILIATIONS/ ORGANIZATIONS/VARSITY/POSITION HELD

· JPIA 2000
AWARDS (if any)

· SPOT AWARD – October 2015

· SILENT HERO OF THE YEAR – December 2012
SEMINARS/TRAININGS ATTENDED

· Microsoft Dynamics NAV
March 6,10,17-19, ’08 AMPI-Training Room

· EENY..MEENY..MYNEE..MOE.. August 21, 2003
    PLM-Auditorium

· ACCOUNTING UPDATES 
September 23, 2003   CCM-Auditorium

· MEET THE CPA 
 
  February 16, 2002    CCM-Auditorium 

· FACING LIFE’S CHALLENGES February 27,2001
   CCM-Auditorium

SKILLS 
· Knowledgeable in computer operations

· Microsoft Dynamics NAV 5.0

· Xero System Applications

· Oracle R12 Applications

INTEREST (Sports, hobbies)
· Badminton, Watching TV, Cooking and Sleeping
LANGUAGE SPOKEN: 
English, Tagalog, Bicolano & Kapampangan
PERSONAL INFORMATION
· Age: 


33 Years Old

· Birth date: 

May 1, 1983
· Gender: 

Female

· Nationality: 

Filipino

· Civil Status: 

Married
· Height: 

5’3
· Weight: 

76 kilos 

· Religion: 

Roman Catholic
· Blood Type:

O

