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	Emily
Emily.335181@2freemail.com    



	

	OBJECTIVE

	Seeking a position as Finance/Accountant with a reputed organization where my education and experience will have a valuable application. My brief resume is given below for your kind perusal.
.

	KEY STRENGTHS

	· General Accountant for more than 17 yrs. of Finance/Accounting experience

· Bachelor’s Degree in Accounting.

· Qualified, well-trained, finance & accounting professional with experience on supervisory & decision making positions.

· Have a detailed knowledge of accounting procedures, finance management, liaison with banks and financial forecasting.

· Excellent work habits, including willingness to work the hours necessary to get the job done.
· Strong oral and written communication in English

.


	WORK EXPERIENCE  

	Senior Accountant 

 Cityliner LLC,

 Al Quoz, Dubai UAE  

October 2007 up to present

· Manage Accounting Department reporting directly to Managing Director.
· Prepare financial statements and supporting schedules according to monthly close schedule.

· Analyzing revenues and expenses to ensure they are recorded appropriately on a monthly basis

· Reviewing general ledger and correcting entries and performing account analysis and reconciliation from the accounting system.

· Prepares/authenticate/ record Payment, Journal, Receipt vouchers, Purchase Orders, Purchase/Sales Invoices, Debit/Credit Notes etc.

· Control petty cash; prepare render accounts of individual and department.

· Handling bank transaction (cash/check deposit, withdrawals, Letter of Guarantees and Bonds such as Performance Bond, Tender Bond, Advance Payment Guarantee, Investment deposit and Fund Transfer.

· Prepares monthly Bank Reconciliation Statements of all bank accounts.
· Monitoring the whole range of Accounts Payable and Receivables. 

· Finalize Trial Balance with supporting schedules.

· Follow up collections from various clients and assure that Receivables are collected on timely manner.

· Preparing projected and actual cash flow statements and ensure sufficient fund for all outgoing payments.

· Manage monthly payroll for the admin and production staff (WPS) and other monthly cost calculation such as gratuity, leave salary and air ticket.
· Liaison with and assist external auditor.

General Accountant 

 Ecofarm System and Resources,

 Ayala Makati, Philippines  

-March 1998 to January 2007.

· Identifying daily activity in bank account.
· Posting journal entries.
· Track and maintain fixed assets ledger. Prepare schedule for reporting of fixed assets
· Prepare necessary month end adjustments entries like prepaid expenses, provisions, depreciations
· Prepare   monthly and  quarterly  Tax payment 

· Analyzes financial information detailing assets, liabilities, and capital, and prepares balance sheet, profit and loss statement, and other reports.
Accountant – Accounts Payable  

 Jewelmer International Corp.,

 Ayala Ave. Makati, Philippines –

 Dec 1991 to Feb 1998

	· Review all invoices for appropriate documentation and approval prior to payment.
· Preparing payment vouchers and cheques with required approvals
· Respond to all vendor inquiries.
· Reconcile vendor statements and correct discrepancies.

· Prepare   month end closing report.
·  Posting all Invoices in the book of account by identifying the right expenses head and maintaining accurate Payables Aging
· Prepare   monthly Management Reports.
EDUCATION  

	Bachelor of Science in Accountancy - 1991

Polytechnic Univ. of the Philippines 
Sta. Mesa, Manila

	PERSONAL DETAILS 

	Age 
	:
	45

	Gender 
	:
	Female 

	Civil Status
	:
	Married

	Nationality 
	:
	Filipino 

	Language (Write & Speak) 
	:
	Mother-Tongue (Tagalog) & English 

	COMPUTER SKILLS
	
	


	Knowledge in Microsoft Office, Microsoft Excel, Power point MS Excel, MS Word, MS Internet Explorer, MS Outlook Express, Word Scan, Techiesoft, INFOS ERP System and Tally (Acctg. Software).

	


	OTHER SKILLS
	

	· Detail Oriented, professional attitude
· Knowledge in Leadership and Communication 

· Ability to Track and keep records of data and files

	I hereby certify that the abovementioned information and details are true and correct to the best of my knowledge and beliefs.

EMILY
Applicant
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