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To apply for a position of Account Assistant or Accounting Clerk or any jobs available 

that I am qualified to work

Meticulous individual who is experienced in both account assistant, accounting clerk, accounts payable, assistant bookkeeper, payroll assistant and administration. Flexible and easily adapts to the work environment. Works with a strong sense of urgency and thrives in a fast-paced setting. 
Qualifications include:

· Proficiency in written and spoken English

· Efficiency inQuickbooks, Tally, Microsoft Word, Excel and Power point

· Efficiency in research, organization and coordination

· Excellent communication and interpersonal skill

PROFESSIONAL EXPERIENCE

Philippines

Accounting Clerk

November 2008 to August 2016

· Worked as member of a 4-person team to analyze and record daily invoices and transfer invoice data to respective accounts.
· Used submission dates and invoice amounts to provide consistently updated information to the collection department.
· Analyzed financial statements, tax returns and other statistical, financial and accounting reports to accurately determine the variances.
· Responded quickly to changes in demands and priorities during tax season and year end cycle.
· Communicated with clients regarding business transactions and to resolve concerns

Airlines Travel & Tours – Philippines
Airlines Travel & Tours is a travel agency a private retailer or public service that provides travel and tourism related services to the public on behalf of suppliers such as airlines, cruise lines, hotels, railways, and package tours.
Account Assistant

March 2004 to April 2008

· Consistently maintained accuracy in matching, entering, reconciling and balancing accounting records

· Managed the accurate and timely processing of invoices ensuring proper allocation of payables and internal accounting records.

· Assisted to prepare the monthly Bank Reconciliation Statement

· Assisted to audit, verify, collect and make a follow-up those accounts receivables

· Assisted to prepare financial statements

Yes Pawnshop- Philippines  
Yes Pawnshop – a pawnbroker is an individual or business pawnshop that offers secured loan to people, with items of jewelries, electronic devices and personal property used as collateral.
Assistant Bookkeeper     

May 1993 to January 2004
· Posted adjusting entries to client individual account 

· Prepared and verify notice letter for mailing

· Answered direct inquiries regarding status of their client

· Explained to client their current due accounts and the amount of payable interest and principal loan granted

· Processed pawn- ticket to client upon approval of their pawn item

· Check and verify if items on hand are appraised accurately

La Patria Store - Philippines 

La Patria Store – is a convenience store, grocery store, or corner shop that stocks a range of everyday items such as groceries, snack foods, candy, toiletries, soft drinks, tobacco products, and newspapers.    
HR Assistant

May 1988 to April 1993      

· Prepared weekly confidential sales reports for presentation to management

· Managed the internal and external mail functions

· Performed general office duties and administrative tasks

· Provided telephone support

· Scheduled client and supplier’s appointments and maintained up-to-date confidential client files
EDUCATION

Bachelor of Science in Business Administration major in Accounting

College of the Holy Spirit, Tarlac City 2300 Philippines

March 1988
CAREGIVING COURSE 

TSAT SCHOOL TARLAC CITY 2300 PHILIPPINES

JUNE 2012-FEBRUARY 2013
PERSONAL DATA

Date of Birth

: 
11 September 1965
Civil Status

: 
Single
Citizenship

: 
Filipino

Visa Status

: 
On visit visa 
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Julie


Email: � HYPERLINK "mailto:julie.331846@2freemail.com" �julie.331846@2freemail.com�
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