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DOLLY
Email address: dolly.334199@2freemail.com
Objective:

To pursue and obtain a responsible position wherein I can maximize my fullest potentials and be able to share and use effectively my extensive experience and demonstrated abilities that I have learned from my past jobs.

Qualifications:

· An individual with a 13 years experience in the field of accounting, bookkeeping, billing and collection, and auditing.  
· A quick-learner and can work with minimal supervision.  
· Result oriented and can work under pressure. 
·  Flexible and very willing to extend working hours to meet deadlines.
Work Experiences:

ROBINSONS LAND CORPORATION

Treasury Department

Commercial Centers Division 

Level 2, Galleria Corporate Center, Robinsons Galleria, Edsa Corner, 

Ortigas Ave., Quezon City, Philippines
Position:  Billing and Collection Officer
March 3, 2014 to December 31, 2016
Duties & Responsibilities:
1. Responsible for overseeing the activities of various departments within the mall.

2. Treasury and cash management

3. Reviews, analyzes and maintains data of the company.
4. Controls all the bills and mechanisms used for payment.
5. Prepares billing statement and posting to customers accounts.
6. Update records, monitoring of collections and performs follow up thru call out.
7.  Accounts Receivable monitoring and reporting to management.
8.  Posting of withholding taxes to accounting system.
9. Check and review accounts and prepares necessary adjusting entries and reconciliation.
10. Check internal control of cinema, mall operations and various departments in conformity with company policies. 
11. Petty cash custodian and prepares petty cash replenishment.
VILLAGE ENTERPRISE DEVELOPMENT FOUNDATION, INC. 
Producers Savings Bank, Maharlika Hi-way, Barrera St. Santiago City, Philippines
Position:  Regional Accountant/Internal Auditor
February 16, 2010 to February 28, 2014
Duties & Responsibilities:
1. Establishing proprietary of branch accounting records and reports for efficient management planning, monitoring & evaluation and to provide management with all financial data needed for decision making and performance evaluation.
2. Responsible for checking and review of updated and complete accounting records of receipts and disbursements incurred in day-to-day operations.
3. Supervise and assist bookkeepers in day-to-day operations.
4. Conducts random field validation of loan accounts and prepare reports.
5. Acts as petty cash custodian and prepares petty cash replenishment.

PRODUCERS SAVINGS BANK 

Maharlika Hi-way, Cor. Barrera St. Santiago City, Philippines
Position:  Bookkeeper
January 2006 to February 2010

Duties and Responsibilities:
1. Responsible for the maintenance of updated and complete accounting records of receipts and disbursement incurred in day-to-day operations.
2. To assist management in conducting of regular monitoring and evaluation of branch financial status.
3. Post daily transactions to the computerized accounting system such as loan collections, loan releases, debit & credit memo & general ledger transactions.
4. Conducts daily bank reconciliation and ensure that balance per book is tally with balance per bank before closing the computer system.

TRANS-GLOBAL CONSOLIDATORS, INC. 

Perry’s Logistic Center, Ninoy Aquino Ave., Parañaque City, Philippines
Position:  Accounting Assistant
September 2003 to July 2004
Duties and Responsibilities:
1.  Handle Accounts Receivable aging monitoring

 2.  Monitoring and collections of Airway Bills.
 3.  Recording and filing transactions.
Educational Background

Tertiary:


Bachelor of Science in Accountancy




Philippine School of Business Administration




Aurora, Cubao, Quezon City, Philippines




1999-2001




Centro Escolar University




Mendiola, Manila, Philippines




1997-1999

Secondary:                              University of La Salette

                                                Malvar, Santiago City , Philippines



 1993-1997       

Skills:

1.  Comprehensive knowledge in SAP ERP, SAP ECC, Lotus, Outlook, MBX (MicroBanking System)
2.  Microsoft Office (MS Excel, MS Word, Powerpoint)
Expected Salary:  4,000-5,000 AED
