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JOCELYN
JOCELYN.349265@2freemail.com 
Extensive and diverse accounting and financial professional experience who is skillful for taking initiative and capable of effectively meeting challenges with minimum supervision in producing quality results. Proficient in customer service mindsets with dedicated team player who can works well under pressure. Knowledgeable in Microsoft Word, Excel and ERP accounting software.
_____________________________________________________________________________

WORK EXPERIENCE:
Accountant 

Triple – S LLC

General Trading of Military Supplies
Dubai, UAE
December 9, 2014 - present
RESPONSIBILITIES:

· Monitors and coordinates accounting activities as appropriate, 
· Prepares internal reports to inter auditor and management.
· Prepares check vouchers and telegraphic transfer for various payments.  

· Establish tables of accounts, and assign entries to proper accounts.
· Maintain and update accounts receivable and accounts payable records. 
· Posting and processing journal entries to ensure all business transactions are recorded

· Reconcile account records and verify balances.
· Updating accounts payable and perform reconciliations.
· Coordinate with suppliers for credit terms.
· Prepare salaries through WPS for the company.
· Maintains accounting controls by preparing and recommending policies and procedures.

· Coordinates and oversees the day-to-day management of supplies, equipment, and facilities for the organization, as appropriate, to include maintenance, inventory management and logistics.

General Accountant
Universal Gadgets Manila, Inc.
Distributor of mobile gadgets and phone units
Manila, Philippines
19 May 2014 – 12 November 2014
RESPONSIBILITIES:
· Maintain sound financial records and balances. 
· Maintain and up to date accounts receivable and accounts payable records.
· Responsible for collection follow up, sales report and accounts reconciliation.
· Develop, maintain, and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs.
· Responsible in auditing delivery receipts against purchase order from customers.

· Responsible in preparation of check vouchers for Accounts Payable.
· Canvass and purchase the office supplies and equipment as well as the maintenance of it.
Credit and Collection Controller

UPS Delbros Int’l. Express Ltd., INC.         Largest shipment and logistics company in the world. UPS's primary business is the time-definite delivery of packages and documents worldwide.
Manila, Philippines
June 2008 to April 2014

RESPONSIBILITIES:

· Responsible for the maintenance of clients’ records and follow up payments.
· Updating accounts receivable and issue invoices.
· Prepares weekly collection report.

· Prepare customers’ statement of account

· Prepare customers’ demand letter
· Prepares monthly aging report for monitoring of accounts. 

· Responsible in doing Bank reconciliation.
· Conduct meetings and reconciliation with customers.
· Prepares monthly agent compensation.
· Conduct collection follow up through phone calls and emails
· Answer telephone Inquiries from customers, attend to visitors and assist other staff in the organization with their inquiries.
Accounting Analyst
FIL-Estate Management, INC.
A holding company that invests in infrastructure-related businesses in the Philippines        
Manila, Philippines
September 2005 to February 2008
MAJOR RESPONSIBILITIES:

· Prepare day to day accounting processes.
· Prepare monthly financial reports.
· Handle monthly bank reconciliation.
· Prepare monthly and quarterly VAT return  
· Prepare schedule of accounts on a monthly basis                 

Bookkeeper

Betafoam Corporation
Premier source for total insulation and specialty packaging in the Philippines
Manila, Philippines
February 2001 to August 2005

MAJOR RESPONSIBILITIES:


· Prepare check vouchers for various remittances and other payables.

· Handle all accounting books (cash receipts, disbursement, sales and general journal).
· Prepare monthly financial reports.    
· Research, price, and purchase office furniture and supplies. 
· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys.          
· Perform work related errands as requested such as going to the post office and bank.
· Other administrative works as may deem necessary such as provide backup support for colleagues on leave.
Bookkeeper

Municipality of Magsaysay

Government 
Magsaysay, Philippines
November 1999 to June 2000

MAJOR RESPONSIBILITIES:
· Prepare monthly reports to the municipal accountant

· Audit various cooperatives in the municipality

· Record all accounting transactions for the month  

Bookkeeper

VMS Accounting and Auditing Firm
Manila, Philippines

June 1998 to October 1999
MAJOR RESPONSIBILITIES: 


· Prepare check vouchers for various payments.    

· Handle various clients (single proprietorship & corporation).
· Compute and prepare various BIR payments for the month.
· Compute and prepare PHIC, HDMF and SSS payments for the month.                       

· Prepare quarterly SSS reports of various clients.
· Handle all accounting books of the different clients.
· Prepare quarterly audit reports.
EDUCATIONAL BACKGROUND:

COLLEGE
    : 
 1994 – 1998    
UNIVERSITY OF MINDANAO – Davao City




     


B.S. - ACCOUNTANCY

