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OBJECTIVE: 
Seeking a full time position in the field of accounting where my extensive experience will be further developed and utilized. 

PERSONAL DATA:
Date of Birth:      February 6, 1985

Age:                     32 years old
Nationality:         Filipino
Civil Status:        Married

Gender:               Female

Language:           English (Fluent), Tagalog (Fluent)
SPECIAL SKILLS: 

1. General/Financial/ Cost Accounting, Bookkeeping, Payroll Accounting, Tax Accounting, Financial Reports Preparation, A/P and A/R Accounting.

2. Knowledge in Accounting Systems: SAGE 50 Peachtree Complete Accounting, QuickBooks, Tally ERP 9, DACEASY & SAP Business One.
3. Possessed excellent verbal and written communication (English & Filipino), as well as inter-personal skills. 
4. Advance knowledge in Computer Applications ( Microsoft Office, Adobe Apps, Browsing/ Research)

5. Responsible, Efficient and Flexible
RELEVANT EXPERIENCE: 

AL DHAFRAH CONTRACTING L.L.C. – Construction Industry
SENIOR ACCOUNTANT -  April 25, 2013 to July 14, 2015
· In-charge for the over-all accounting works: Prepares quarterly reports on company earnings (Financial Statements) and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards to report to the Top Management.

· Prepares monthly costing reports for all Sites/projects to track per project cost & income.

· Compile and analyzes financial information to prepare entries to accounts, such as general ledger accounts and documenting all accounting transactions. 
· Analyzes financial information detailing assets, liabilities, and capital and  other reports to summarize current and company financial position
· Review contracts, orders, and vouchers, and prepares reports to substantiate individual transactions prior to settlement and should be close every end of the month.
· Computes and prepares monthly WPS payroll to more than 100 numbers of labours and staffs. 
· Assist the management on decision making on financial matters.
· Journalizing through the use of Tally ERP 9 / Sage 50 Peachtree accounting software.
· In-charge on preparing letters to Dubai municipality, MOL, DEWA and other organization.
· Coordinates with the Admin staffs for any account-related matters.

· Issues cheques for payment to suppliers, sub-contractors, clients and others. 

· Holds Petty cash of the entire company.

· Prepares weekly reports for expenses, petty cash, and cash advances of the employees.
· Control and closely monitored all aged on collections and payables base on terms and agreement.
· Do all monthly bank reconciliation and cash flows.
· Prepare report for the management on forecasting and budgeting.

· Provides assistance during external audit process.

· Performs other related duties as required by the Management.

COMMUNITY AND FAMILY SERVICES INTERNATIONAL (CFSI) - Non-profit Organization
FINANCE AND ADMINISTRATIVE ASSISTANT -  March  2012 to March 2013 
· Prepares monthly financial statements on the project funds.

· Prepares monthly financial project reports (using the partner/proponent’s template) for submission and review of Headquarters (HX).

· Oversees and reviews the processing of cash and/or check payments.

· Monitors all payable and receivable accounts.

· Provides information to HX finance for the preparation of reporting requirements for the Bureau of Internal Revenue (BIR) and other government institutions as required.

· Monitors the usage of accountable forms such as Payment Vouchers (PV), Official Receipts (ORs), Petty Cash Vouchers (PCV) and other supplies.

· Provides weekly cash position report for submission to the Comptroller.
· Conduct procurement of suppliers/contractors on the purchase of goods and/or the acquisition of services related to the project.

· Ensures that procedures follow CFSI policies and UN guidelines.

· Responsible for the care and maintenance of the office/premises, equipment, fixtures and furniture.

· Maintain an up-to-date monthly inventory of all office properties.
· Prepare costing and summary of expenses for the project based on the budgeted plan.

· In-charge for prepare of RFD accounting reports and data entry to Quickbooks.
· Prepare vouchers and check liquidations of staffs.

· Submit reports to headquarters and to UNICEF.

· Monitor the cash flow whether expenses and other cash out are within the budget timeline.

GOLDTOWN INDUSTRIAL SALES CORPORATION – Trading Industry
ACCOUNTING SUPERVISOR     -   December 2011 to February 2012
· Ensure the accounting department the control and flow of the transactions and guide each member of the team.

· Check and approved the check vouchers, Statement of accounts for A/R and other important accounting documents.

· Make plans and forecast for corporate budget. 

· In-charge for the preparation of financial statements (Balance sheet, Income statement and other financial reports.) for the company.

· Administer Peachtree and SAP Business One Module Accounting Database.
GOLDTOWN INDUSTRIAL SALES CORPORATION   
INTERNAL AUDITOR -  September 2011 to November 2011
· Prepares audited reports on company’s Financial Statement whether they comply with the accounting standards and procedure and study the behavior of employees.
· Make reports on recommendation for company’s improvements for the top management. 

· Audit SAP reports and transactions.
P.T. CERNA CORPORATION  - Engineering Services   
BRANCH ACCOUNTANT & ADMIN ASSISTANT  -   February 2009 to August 2011
· Prepare and analyze Financial Statements (Balance Sheet, Profit and Loss, Trial Balance)

· Makes daily and monthly reports on cash flow and bank reconciliation.
· Create decision making on financial stability and management services of the company.

· Managed vendor accounts, generating weekly on demand cheques.

· Performed accounts payable functions for expenses and billings and prepares voucher.

· Managed accounts receivable and credit approval of the customers.

· Performed general office duties and administrative tasks. 

· Managed financial department with responsibility for budgets, forecasting and present it to the management and ensure compliance with accounting deadlines.

· Prepares company accounts and tax returns for audit. 

· Support the branch office on their financial activity and oversee the work of sales staffs in terms of their targets and accomplishments.

· Coordinate monthly payroll functions.

· Liaised with bankers, insurers and solicitors regarding financial transactions. .

· Monitor and record company expenses, make reports and interpretations of each expense and or costing.

· Report variances on quarterly costing reports.

· Data entry to accounting system or database DACEASY(DEA).
EDUCATION: 
Bachelor of Science in Accountancy.
Cagayan de Oro College-PHINMA Education Network, Philippines

Year 2007-2008

Bachelor in Accounting Technology( 4-year course)
Mindanao State University-Iligan Institute of Technology, Philippines

Year 2002 to 2007

Dean’s Lister year 2002-2003

 Best in Group Research on Environmental Accounting, March 30, 2007
Misamis Oriental General Comprehensive High School

Don Apolinar Velez St. Cagayan de Oro City

Year 1998 to 2002, Consistent Honor Student
ATTENDED SEMINARS:
Cooperatives                                                                                      March 2004

Wealth Building                                                                                 February 26, 2007

Environmental Accounting                                                                March 2007

Updates on Financial Accounting and Auditing                                March 2007

Financial Success and Principles- Business Learning 

      Strategy                                                                                        June 2011 
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