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SUMMARY

· Strong meeting planning and facilitation skills; able to communicate effectively with all organizational level, build relationships of trust and enlist the participation of team members. 
· Proven ability to target and reach high standards; widely perceived as a technical resource.

· Exceptionally precise yet comprehensive thinker; strong team builder; skillful negotiator.

EDUCATIONAL BACKGROUND

TERTIARY:
FAR EASTERN UNIVERSITY-Manila


Bachelor of Science in Commerce Major in Financial Accounting


June 1999 to March 2003

WORK EXPERIENCE:
ALMOE FZ LLC / SPECKTRON MIDDLE EAST DMCC / JT Online Solutions FZ LLC
Dubai, UAE

Job Description:
1. As a General Accountant:

· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.
· Establish, maintain, and coordinate the implementation of accounting and accounting control procedures.
· Monitor and review accounting and related system reports for accuracy and completeness.
· Prepare and review budget, revenue, expense, payroll entries, invoices, and other accounting documents.
· Explain billing invoices and accounting policies to staff, vendors and clients.
· Resolve accounting discrepancies.
· Recommend, develop and maintain financial data bases, computer software systems and manual filing systems.
· Supervise the input and handling of financial data and reports for the company's automated financial systems.
· Ensure all financial reporting deadlines are met.
· Ensure accurate and timely monthly, quarterly and year end close.
· Bank and intercompany reconciliation.
2. Accounts Payable and Receivable Accountant:

· Perform the day to day processing of financial transactions to ensure that municipal finances are maintained in an effective, up to date and accurate manner

· Receive and verify invoices and requisitions for goods and services

· Verify that transactions comply with financial policies and procedures

· Prepare, verify, and process invoices and coding payment documents

· Prepare batches of invoices for data entry

· Data enter invoices for payment

· Manage the weekly cheque run

· Prepare manual cheques as and when required

· Maintain listing of accounts receivable and payable

· Maintain the general ledger

· Maintain updated vendor files and file numbers

· Print and distribute monthly financial reports
· Complete payroll functions in order to ensure that staff are paid in an accurate and timely manner

· Establish and maintain confidential casual employee files

· Calculate salaries and benefits

· Verify pay amounts, hours of work, deductions, etc.

· Batch paysheets for data entry

· Data enter payroll information

· Provide administrative support in order to ensure effective an efficient office operations

· Maintain inventory files

· Prepare purchase orders

· Prepare travel and accommodation warrants and travel advances for staff

· Review and verify travel claims

· Maintain a filing system for all financial documents

· Ensure the confidentiality and security of all financial and employee files

· Customer and Vendor’s reconciliation.
A. Finance Assistant (September 2004 to July 14, 2006)
GLOBE TELECOM-INNOVE COMMUNICATIONS, Philippines
Job Description: 
1.(Wireline Data)

· In-charge in posting and accounting of billed accounts and deferred revenue-USD and PHP 
· In-charge in posting and accounting of 80% AT&T Sharing-USD and PHP

· In-charge in posting and accounting of Globequest in-house accounts-USD and PHP

· In-charge accounting and monitoring Monthly Service Fee

· In-charge in accounting Roaming Accrual(iPass)

· In-charge in accounting Visa Int’l Adjustments

· In-charge in accounting of Tax Portion

· Updates AR Monitoring

· In-charge in doing Monthly Schedules

· In-charge in Recon of FALCON vs. SAP for SGV auditing
Job Description: 
2. (Payphone and Prepaid Landlines-Visayas Section)

· In-charge of the Monthly Revenue Statistic.

· Consolidates daily confiscated balances (Prepaid Landlines, GlobeOne Cards)

· Summarizes and posting of Daily CDR GlobeOne (Luzon and Visayas) and Globelines Prepaid (Luzon and Visayas)

· Summarizes and posting of Prepaid Worldpass

· Summarizes and doing Monthly Report of COB Personal Calls

· Summarizes and posting of Payphone Revenue

· In-charge in monitoring Installation Refunds

· In-charge in doing Monthly Recon for SAP vs. CTABS
B. Assistant Accountant  (July 2003 to September 2004)
TOP IDEAS FOOD CORP., Philippines
Job Description:
· Encodes Purchases/Invoices to inventory files in Peachtree Accounting System for payment

· In-charge in the preparation of checks and check vouchers
· Prepares Payroll both for Commissary and Administrative Personnel

· Computes Government Shares

· Prepares Delivery Receipts and Sales Invoices

· Prepares Journal Entries and Adjusting Entries

· Filing of Invoices

· Conducts monthly Inventory in Branches/Outlets

· In-charge in the computation of Petty Cash Replenishments

· In-charge in monitoring Accounts Payables

Knowledge and Skill:
· Peachtree Accounting System, Epicor, SAP Accounting System & Focus6
· Knowledge of accounts payable, accounts receivable and maintaining general ledgers
· Ability to maintain a high level of accuracy in preparing and entering financial and payroll information
· Knowledge of office administration and bookkeeping procedures
· Computer skills such as Microsoft Office, including the ability to operate computerized accounting, spreadsheet and word-processing programs, and e email at a highly proficient level

· UAE Driving license
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