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Ms. Janet 
   To   pursue my career with an organization where I can utilize my exemplary experience and expertise in General Accounting and gain further knowledge while in the course of augmenting company’s productivity and success.
Personal Data:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
Age                           
:   44 Years old
Height



:   5.6” 

Birth date


:   August 14,1972     

Birth place


:   Cebu City Philippines
Sex



:   Female
Civil Status


:   Single 

Religion


:   Christian
Citizenship


:   Filipino
E-mail Address


:   Janet.348873@2freemail.com   
Educational Background:

College
 Graduate
:   Bachelor of Science in Commerce 
Major


:   Banking & Finance

Minor


:   Accountancy

Professional Expertise:
General Bookkeeping(G/L, P/L, AP-AR, Cash Flow) Auditing, Costing and Computer Software Applications ( MS Office-Word & Spreadsheet & SAP-ERP System) and Business Correspondence.
EMPLOYMENT HISTORY

Division Accountant
Sept.07,2014 – up to present

Rainbow/PVM Division

T.Choithram & Sons LLC

Dubai, UAE

Job Description:
In-Charged for the entire accounts operations specifically Accounts Receivable and Payable through SAP System.

1. Entries - Payment and Collection, Adjustment and Clearing, Debit and Credit Notes
2. Reconciliation – Customer Account, Vendor/Supplier Account and Cash In Hand Account
3. Reports – Division Sales, Collection and Customer Ageing

4. Sundries – Provide Customer Statement of Account and Balance Confirmation
                Follow-up Customers Over Due Accounts
                Various customer correspondence pertaining to queries, claims and complaints   

      Review and check the validity of Sales Team Quarterly Incentives

      Prepares vouchers for various petty expenses and shortages incurred 

      Check the accuracy of Cashiers Daily Sales and Collection Report 
Admin-Accountant

Oct. 21, 2013 – August 31, 2014
MY CARE MEDICAL OPTIONS INC. 
Lapu-lapu City Cebu, Philippines
Job Description:
    General Accounting and Administrative tasks (Staffing, Payroll, Procurement, Inventory & Internal Audit)
Accountant (Supervisor)
Oct. 01, 2006 – Oct. 15, 2013
Nasser Bin Khaled & Sons Trading Co.

P.O.Box : 20195, Doha - Qatar 

Job Description:
1. Accounts Payable ( local and import payment through checks or telex transfer to foreign banks)
2. Daily Consolidated Sales eport (retail and wholesale)
3. Posting and reconciling Supermarkets Stocks Internal Transfer & Debtors Account
4. Bank and Suppliers Statement Reconciliation
5. Journalising and Posting various daily transactions
6. Receiving, Depositing & Data Entry of Salesmens’ cash collection & Foreign currencies from Supermarkets 
7. Staff monthly Salary/Payroll and Salesmens’ commission. 
8. Costing for Imported Items (Frozen/Fruits and Vegetables)
General Bookkeeper
Mar.2003 – Sept. 2006
Supreme Rural Bank
Mandaue, Philippines
Job Descriptions:

1. Daily consolidation of Tellers and Cashier’s transaction sheet, journalizing,ledger posting
prior to balance sheet preparation. 
2. Monthly, Quarterly and Annual computation and preparation of Financial Statement.
3. Borrower’s and Depositors ledgers daily updates and posting of interests.
Accounts / Billing Clerk
Dec.1997 – Feb.2000

Almana General Hospital
Jubail, K.S.A
Job Descriptions:

     1. 
Accounts Receivables (In-patient and OPD)

- Billing, checking, clients insurance confirmation, editing and invoicing

     2.
Statement reconcillation and Business letter preparation
General Bookkeeper 
Oriental Rural Bank
Aug. 1995 – Nov. 1997

Mandue, Philippines

Job Descriptions:

1. Daily consolidation of Tellers and Cashier’s transaction sheet, journalizing,ledger posting
prior to balance sheet preparation. 
2. Monthly, Quarterly and Annual computation and preparation of Financial Statement.
3. Borrower’s and Depositors ledgers daily updates and posting of interests.
