





      




[image: image1.jpg]



E-mail Address: derly.319227@2freemail.com 
                  DERLY 

	Position Applied For:

Objective
	To pursue a challenging and rewarding career in a stable and reputable establishment that encourages and support employees growth and values their contributions and talents for the development of the company as a whole.


	Experience
	December 3, 2006- October 12, 2016    Radisson Blu Hotel Doha (Formerly Ramada Plaza Hotel Doha Qatar with 583 rooms-East(259 rooms) and West Wing(324 rooms) and 26 F&B outlets-22 restaurants/4 bars and other revenue generating department)
ASSISTANT ACCOUNTANT

Achievements:

Improve the performance of income audit section, by making sure that the revenues are properly monitored and accounted on timely basis. Maximized the usage of the system for audit report preparation. Had also to make an impact on thorough but easy auditing that could generate the same output thru the utilization of available system (Micros and Opera). Implemented innovative changes in the procedures concerning the cashiering for better internal control.

Oversee the migration of computerization of the 4 Laundry Outlets of the hotel, from manual cash accounting converted into accrual accounting per GAAP tallied with the ledger. Simplifies the way of reconciliation of the said laundry outlets maximizing the use of the new computer system. 

Independently done the Rezidor(managing company) reporting requirement in terms of forecasting and budgeting subject to approval of the Financial Controller. Had able to make a computerized reporting on forecasting and budgeting retaining the hotel's financial fiscal period(internal) same way generating the financial calendar period of reporting to Rezidor(the management company).

Job Descriptions:

· Directly reporting to the Financial Controller

· Mainly assigned in supervising the functions of Income Audit Department to ensure that all revenue resulting from all business transaction(from Micros to Opera for F&B and 4 Laundry outlets)  are completely posted in the General Ledger using the Sunsystem and Vision Report.
· Suggest any procedures or policy relating to income audit for better control.

· Oversee and updates the Financial Controller on the Income Audit Department performance.

· Verifies the daily, month to date and year-to-date revenue reconciliation and provide reasons for any discrepancies occurred in the Micros-Opera and Sunsystem.

· Checking/verifying of the prepared monthly journals made by Income Audit 

· Generates the Monthly Consolidated Financial Report (both in Radisson and Internal Format) and prepare all the necessary comparative report(Actual vs Forecast vs Last year) figures and sent to the concerned departments attention(Revenue Manager and F&B Manager) for the deviations.
· Analysis of Deviations (Increases and Decreases) of Other Revenue and Expenses and the F&B cost comparative report for justification of F&B cost controller.
· Upload CSV file and generates income statement -USAH(based on the reconciled P&L on Radissons Format)

· Generate and print the  GM's comments report(after the upload completion) from SAP-for submission to Revenue Manager & FC's comments

· Prepare the P&L report in the HE format along with the Summary of HE withdrawals and Consolidated Cash flow report for the month and some other Comparative Analysis Reports(5 years comparative report and Departments P&L) as required by the Financial Controller.

· Sends the actual financial report for the month to different department heads , the actual vs comparative of the internal budget and last year’s actual.
· Prepare and consolidate the hotel 18-months rolling forecast every month  and upload in SAP-BPC Rezidor’s accounting system based on the Rooms forecast submitted by Revenue Manager and F&B forecast by the F&B Manager.
· Generates the comparative report on the previous forecast to current proposed forecast for info and approval of the Financial Controller before the actual uploading in SAP-BPC.

· Then generates from SAP the Forecast Variance Report and Income Statement for comments reference by the Revenue Manager.

· Prepare the Hotel’s yearly Budget, one for Radisson reporting (Jan-Dec) and Internal Budget reporting (April-March) subject for approval of the Financial Controller.

· Do the coordination and consolidation of the overall hotel ICQ (Internal Control Questionnaire) every March and Oct as part of Rezidor brand compliance for control.

· Oversee and monitors the implementation of the computerization of the Laundry system, systems report correctness and the reconciliations (using the accrual accounting) and analysis reports involve.

· Ensures that all petty cash funds in the hotel are properly accounted, authorized and safeguarded.
· Approves the daily overtime report submitted by each department supported by the approved forecast.  Verify and approve all payment request such as final pays, vacation dues and other hotel payables.

· Verify the payroll and review/analyze the correctness of payment of monthly wages based on the journals affecting the employee advances and gratuity entries.
· Control/checking of payment request /vouchers of suppliers prepared by the Accounts Payable.

· Ensure that purchasing procedures particularly relating to correct documentation and authorization of expenditures per SOP is in place.

· Analyzes the balance sheet accounts schedules and expense analysis of all accounts to prove that figures are correct(correct sub dept. coding is properly used)and further ensuring that all reconciliation are kept current.
Assist the Financial Controller in any other functions as requested and to deputize for him if needed.
April 1, 2005 –November 25,2006  Pan Pacific Hotel Manila   Malate Manila

GENERAL ACCOUNTANT

Achievements:
When transferred or assigned to General accounting mainly assigned with Cost Control, where I did handle the inventory and month end reporting.  Same time  handling the bank reconciliations and had trained and oversee the work of the new Payroll Accountant as my replacement on the post.

Job Descriptions:

· Monthly Bank Reconciliation of hotels existing bank accounts(including accounts held by ACI)

· Process/check hotel transpo.Billing and verify if said charges was properly charged to guest thru fidelio system.

· Prepares monthly and quarterly VAT requirements for submission to ACI(owning company)

· Monthly posting of certificates collected from clients in BIR’s SAWT format and forward the corresponding diskette to ACI for their quarterly corporate tax reporting

· Prepare the annual alphalist of suppliers subject to expanded tax(1604E), post the said schedule in BIR’s data entry and file the said form @ BIR’s office.

· Process the monthly cafeteria billing and prepare the meal exception report.

· Prepare the monthly accruals of Jurudata(hotels telephone system).

· Monthly schedules of A/P Suppliers Tax for payment request and 

· Prepare the corresponding quarterly creditable tax w/held at source(2307)c ertificates for each supplier.

· Process/verify the podium/concessionaires monthly billing for payment request.

· Prepare bank correspondence and request of deposit details to the bank.

· Maintains various balance sheet accounts schedules and make necessary adjustments on it if needed.

· Monitoring of fund request to ACI.

· Activation of cafeteria meal  rights of new employees in coordination with Payroll.

· Provide the cafeteria the blank form for sign sheets of hotel employees with invalid ID’s weekly.

· Prepare VAT analysis of previous years under BIR examination in coordination with ACI.

· Other tasks as assigned by the Director of Finance

October 1, 2004 – April 1, 2005   Pan Pacific Hotel Manila   Malate Manila  PAYROLL ACCOUNTANT
Achievements:
As Payroll Accountant, independently responsible for the whole payroll processing and accounting of the hotel with more than 500 staff.  Implemented the annualization of the taxable income of all employees with a zero taxable income at the end of the year.  Had able to update the bank reconciliations backlog of hotel's bank savings/current and foreign currency accounts which was reported to be one of the hotel's external audit findings being undone timely before my joining.

Job Descriptions:

· Posting of working schedules of all employees per department to the payroll system(provided by Quantum System)

· Run the invalid and tardiness report and forward to the concerned departments for verification before submission to Personnel dept. for any necessary adjustment to be made in payroll.

· Solely prepare the payroll before the 10th and 25th of the month.

· Do the monthly journal vouchers concerning payroll

· Prepare all the SSS /Philhealth/Pag-ibig requirement for the month subject for payment request.

· Creating/updating profiles of all employees using the payroll system.

· Answer all queries on payroll concerns.

· Preparation of annual alphalist of all employees as required by BIR and 

forward to BIR before issuance of certificates to employees.

January1, 2000 – Sept.15, 2004  Horizon Edsa Hotel (Formerly Byron Edsa Hotel, now New Horizon Hotel) Mandaluyong City
ACCOUNTING SUPERVISOR
Achievements:

Eventually promoted again as an Accounting Supervisor, mainly assigned in the credit and collection, but still overseeing the trained Income Auditor on his output.

Took over from the Chief Accountant, the rate code packaging preparation in the Fidelio system depending on the group functions requirements

Had become an employee of the month.
Job Descriptions:                 

· Responsible mainly in supervising the Accounts Receivable Section.

· Monitors/reconcile all Accounts Receivable accounts.

· Analyze past due accounts and prepare demand letter needed or re-bill them if necessary

· Handles f/ups & inquiries in Billing Section.

· Supervise task/itineraries  of A/R/ Accounting Clerk schedules.

· Supervise/monitors the reports and performance of Income Auditor

· Checks the batching of daily credit card transactions in F&B and Front Desk EDC machines and sees to it that this matches the expected check to be received for the day.

· Monitors the preparation of the weekly collection report and itemized and update the overdue accounts for follow up the following week, by indicating their status and their possible collectivity.

· Compute the monthly service charge for distribution.

· Prepares monthly and quarterly BIR requirements such as VAT returns and monthly tax expanded withheld by the hotel.

· Do the cost reports such as menu costings, monthly food & beverage report and reconciliation of inventories.

· Analyzes Financial Statement accounts and do the necessary adjustments needed.

· Prepare the monthly consolidated Financial Statements and cash flow.

· Do the monthly bank reconciliation.

· Maintains various schedules of such as Accrued Expenses, Deposit on contracts, Cash Advance, Prepaid Taxes W/held and  Prepaid Expenses.

· Post room packages of  Live-in functions using the Fidelio System

· Post final approved budget to Fidelio Back Office.

· Do tasks of the Chief Accountant/Comptroller in her absence.

· Suggest policies and procedures for better internal control as needed

· Dealt with the external audit and BIR audit requirements.

· Act as reliever of General Cashier in some cases.

	
	

	
	March 9, 1998 - Dec. 31, 1999  Horizon Edsa Hotel  Mandaluyong City                        
INCOME AUDITOR
Achievements:

Promoted as Income Auditor and had made it possible to maximized the working  hours with less cost for overtime finishing the work during day time only instead until graveyard shift.

Had able to prepare a simulated system for Front Office as an alternative during the Y2K times as prevention for any millenium bug in the system.

Job Descriptions:                 

· Monitors internal control for F&B and Front Office operations.

· Ensure that the overall standard procedures on operations were properly observed 

· Opens all F&B and Front Office daily reports.

· Prepares the Daily Revenue Reports prior to preparation of audited monthly revenue report.

· Reconcile the monthly report of revenues to Fidelio System and adjust necessary entries.

· Check if all cash transactions of the hotel were remitted to General Cashier and deposited intact in the bank.

· Suggest policies and procedures for better internal control as needed.

	
	October 16, 1995-March 8,1998  Horizon Edsa Hotel  Mandaluyong City                        
ACCOUNTS PAYABLE ACCOUNTANT
Achievements:

One of the pre-opening staff, started as Accounts Payable Accountant

Established the migration of manual payable procedure to computerization of the whole payable system using Fidelio Backoffice

Formulated the SOP's relating  Accounts Payable

Relieves the payroll in charge during her maternity leave Had implement the annualization of the taxable income of all employees with zero balance or without taxable due @ the end of the year and also set up procedure to put up a procedure to control the duplication of claim and payment of hotel staff’s overtime 

Job Descriptions:                 

· Developed policies and procedures concerning Accounts Payable Section for better implementation being one of the pioneers in the hotel.

· Solely responsible in processing all the liabilities incurred by the hotel prior to check preparation using Fidelio Back Office System.

· Determines the validity of the hotel liabilities being process

· Handles all suppliers follow ups and queries.

· Maintains the hotel cash position

· Monthly bank reconciliation of hotel’s bank accounts.

· Prepares monthly & quarterly BIR requirements such as VAT and  Withholding Tax Expanded.

· Prepares monthly adjusting entries needed concerning Accounts Payable and Accrual accounts.

· Handles hotel payroll in the absence of Payroll Master during her maternity leave.

· Implements better procedure in computing monthly employees tax for payroll purposes.

· Maintains reconciled schedules of Payable and Accrual Accounts prior to external audit. Systematic filing of various files for future reference.

	
	November 4, 1994-January 10, 1995    The Heritage Hotel    Pasay City

ACCOUNTS PAYABLE STAFF
Achievement:                 
Had able to update the posting backlog and process accordingly the suppliers invoices which are due for payment during hotel peak(Christmas)season.
Job Descriptions:                 

· Processed suppliers invoice using the Scala system.

· Preparing check vouchers for weekly release.

· Handles f/ups and queries regarding payables.

· Monthly reconciliation of engineering inventory and beverages.

· Filing of various files for future reference.

July 5, 1993-November 3, 1994   RMJ Dev. Corporation   Makati City

GENERAL ACCOUNTANT
Job Descriptions:                 

· Maintains book of accounts of RMJ Dev. Corp. and Cable Communication.

· Monthly bank reconciliation for the bank accounts of the said companies.

· Handles payroll of RMJ and Cable Comm. Casual and probationary employees; their SSS & BIR premiums and loan remittances withheld.

· Do the intercompany reconciliation with affiliated companies.

· Prepares monthly and quarterly BIR requirements.

· Prepares adjusted trial balance prior to Financial Statement preparation for 

· Maintains various adjusted schedules of accounts prior to external audit.

· Filing of various files for future reference.



	Education
	1989-1993       Polytechnic University of the Philippines, Manila

· Bachelor of Accountancy

· University Academic Scholar(3rd & 4th year)

Diploma on Special course in LOTUS 123 and WORDSTAR

Attended the LOTS A Scandinavian Approach to Leadership on Business Planning  held in Abu Dhabi, UAE



	Personal Data
	Birthplace:       Loctugan Hills, Roxas City

Height:             5’5”

Weight:            130 lbs.

Nickname:       Derl

Age:                 43

Civil Status:     Single

Sex:                 Female

Hobbies:          Watching TV/movies, going out with friends, internet surfing,    

                         playing badminton

Skills:         Microsoft Office (well versed in Micros Excel & Word ).

                   Process and System Analysis & Improvement- knowledgeable in Micros-Opera(Version 5) –previously its Fidelio System(Front Office and Back Office), Sunsystem with Vision; Oasys(for Payroll), RMC(Remote Management Console)/Vupoint (Micros related software)and Easy Laundry System Reporting and SAP -BPC for financial reporting
                   General Accounting(Audit/Accounts Payable/Receivable/Cost Control/Payroll)

                   Financial Reporting/Consolidation/Analysis / Budgeting and Forecasting

                   Pre-opening and establishment of SOP’s
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