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  ADONIS
                           Email: Adonis.335138@2freemail.com  
PERSONAL DETAILS


Age



:
35 years old

Education


:
Bachelor of Science in Accountancy


Total Years of Experience
:
9 years of Accounting work experiences

Visa Status


:
Employment Visa

SUMMARY
· A Bachelor of Science in Accountancy graduate with various office experiences in different industries

· Has a thorough knowledge in accounting works including finalization

· Highly analytical, organized, and able to work promptly and accurately on multiple tasks within a large organization with large number of employees
COMPUTER
Accounting Software – Hands on experience in Oracle, ASDOSXP and Sage 50 / Peachtree
Proficient in MS Office Applications (Microsoft Excel, Microsoft Word)
WORK EXPERIENCES
	2012 – 2016
	Accounts Assistant, OOMMAA Group of Companies, Sharjah U.A.E
- Preparation of Financial Statement, Cash Flow, Balance sheet Reconciliation
- Assisting the Chief Accountant in all accounting daily works of operations such as  

       Posting, Recording of day-to-day accounting entries & month-end entries
       Responsible for the daily & monthly disbursement, 
       Managing Daily Petty Cash transactions
       Controlling & Monitoring of Bank transactions

       Preparation of Cash and Bank Reconciliation
       Responsible for Budget Preparation
- Monitoring and Preparation of report of Accounts Payable (invoicing & payments)

- Monitoring and Preparation of report of Accounts Receivable (invoicing & collections)
- Responsible for time sheet and payroll preparation

- Provide administrative support on documentation of more than 300 site manpower
- Documents Controller 
- Undertaking clerical tasks such as typing, filing, making phone calls and handling  

          incoming/outgoing mails

	
	


	2006 – 2012
	Route Settlement Analyst / Sales Office Manager, Pepsi Cola Products Philippines Inc.


       - Ensure that all transactions are according to policies and procedures of the company

       - In-charge on monitoring of safety and housekeeping of the warehouse

       - Handles major accounting tasks from bookkeeping to preparation of financial statements

       - Initiate banking transactions from deposits of collections to check preparations and issuances

       - Managing receivables by scheduling collections and coordinating with sales agents  

       - Handles payables and managing credit limits, ensure that dues are paid on a timely manner 

                      - Preparation of monthly reports for management information, reviews and approval

	2003 – 2006
	Office Clerk, Altiere Ventures Philippines 


