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MARECIL
MARECIL.336852@2freemail.com 


Accountant with 8 years of experience in Accounts Receivable, Accounts Payable and General Accounting. Efficient in multi-tasking and submitting reports on time. Highly dependable, cautious, principled and loyal.

OBJECTIVE
Looking for a job where experience and knowledge will be further cultivated and utilized for the welfare of the organization.

WORK EXPERIENCE

Lightroom Corporation & Tech101 Marketing Inc.
Accounts Officer
February 08, 2012 – January 18, 2017
In charged of:    Accounts Receivables and Petty Cash Management for Lightroom Corporation
· Account Receivable Analysis
1. Prepares Statement of Accounts of all Clients
2. Analysis of Account Receivable (Aging of accounts).
3. Monthly clearing with the salesmen to report accounts status.
4. Follow up customer’s account by phone and by sending statement of account
5. Recording of collection in the system 

· Cash Fund Management
1. Prepare Cash flow report

2. Audit validity of claimed petty cash reimbursements

3. Release Petty Cash reimbursements and advances

4. Record disbursements made

5. Prepare Petty Cash replenishments

6. Safe keep petty cash fund and cheques

·  In charge of Online Selling Platform via Lazada.com
1. Uploading items online

2. Monitoring  orders sales
3. Monitoring online payment

4. Tracking of deliveries
In charged of:    General Accounting / Accounts Payables / Accounts Receivables for Tech101 Marketing Inc.)
· General Accounting

1. Generate and validate system Financial Reports
2. Prepare Journal entries
3. Verify and witness monthly inventory counting and make necessary adjustments in the books

· Accounts Payable

1. Validate correctness and complete of documents
2. Record payables and prepare cheque payments

3. In charge of Petty Cash Fund
4. In charge of check released

· Accounts Receivable
1. Preparing sales invoice 

2. Encoding transfer slip, delivery receipt
3. In charge of checking merchant online banking
Humble Beginnings Trading Corp.

Accounting Staff

September 2011 – February 2012
In charged of:

· Accounts Payable
1. Prepare Disbursement Vouchers for suppliers
2. In charge of petty cash fund
3. Prepares weekly/monthly report of payables

4. Prepares Tax Returns

Fitrite Inc., Philippines

Accounting Staff

April 2008 – April 2010

In charged of:

· Handling Export & Local Sales
· Analyzes Monthly Sales of Export & Local
· Handling Agent Sales

International Cosmetiques, Inc., Philippines

Accounting Clerk

March 2007 – March 2008

In charged of:

· Account Receivable Analysis

1. Analysis of Account Receivable (Aging of accounts).

2. Check/encode daily transactions which includes: deliveries, returns, invoices and payments.

3. Monthly clearing with the salesmen to report accounts status.

4. Follow up customer’s account by phone and by sending statement of account

5. Prepare salesmen daily itinerary

6. Recording of collection in the system 

7. Check/encode daily transactions include: delivery, returns, invoices and payments.

DSL Manufacturing Industrial Inc.

Office Clerk

Nov. 2006 – March 2007

In charged of:

· Inventory Materials
· Payroll In charge
SPECIAL SKILL



Proficient in Microsoft Word/Excel/MYOB System/Hardrock Integrated Systems/     Tally ERP.9/ Peachtree/Sage 50/ QuickBooks
EDUCATIONAL BACKGROUND

College
:
Western Institute of Technology
Course
:
Bachelor of Science in Commerce 

Major in Management Accounting




March 2006




PERSONAL DATA

Age 


:
31
Gender


:
Female
Civil Status

:
Single
Citizenship

:
Filipino

Visa                         :        Visit Visa
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