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RICI 

Email Add
RICI.349712@2freemail.com 

Work Objective:


To be able to work and be a part in a highly competitive and prestigious company where I could impart my knowledge and gain professional growth.

Personal Characteristics :

Born to be a dynamic individual, upholding good moral characters to face both professional and personal aspects; prefers to serve senior officers with great dedication but very willing to be trained for professional development; accepts criticisms without resentment and can easily acclimatize to changing situations. 

ACHIEVEMENTS & AWARDS

College Honor First and Second Semester AY 2004-2005

College Honor First and Second Semester AY 2005-2006

College Honor First and Second Semester AY 2006-2007


PERSONAL INFORMATION


Nickname
: Pau

Age 

: 29
Birthday 
: February 23, 1988
Gender 

: Female

Height

: 5’3”
Civil Status 
: Single
Religion 

: Roman Catholic

Attitude

: Attentive, Assertive, Team Player

EDUCATIONAL BACKGROUND
St. Paul University Surigao

Cum Laude

Bachelor of Science in Accountancy 2004-2008

Surigao City

WORK EXPERIENCES:

Sumitomo Metal Mining Philippine Holdings Corporation (SMMPH)

Affiliate: Taganito HPAL Nickel Corporation (THPAL)

32nd St. NAC Tower 24/F Bonifacio Global Taguig

Feb 17, 2014 – Jan 31, 2017

Accounting Assistant

Major function:

To see to it that all Accounts Payable are processed and booked correctly on time with proper review and all attached invoice/s are check properly with complete details as per BIR regulations. To see to it that all receivables are properly monitored on a timely basis. To assist the General Manager in the monthly & yearly audit preparations.
1. Supervise/Assist in checking entries made in SAP for P.O and non P.O Based transactions.

2. Supervise/Assist in checking prepared certificates of withholding Tax and Final Tax issued to Vendor.

3. Analyze & prepare monthly reports: Fixed Cost Analysis, Payroll and Adjustments on books if necessary.

4. Assist the year-end audit of the company’s Financial Statement & Inventory counting in Plant Site and Head Office. 

5. Record and Post transactions in SAP through GL/AP/AR module.

6. Special Project: GR/IR Clearing in SAP: Adjusting and clearing of incorrect/uncleared Invoices (P.O Based) in SAP (Previous Years 2011-2014). Account Clearing: All GL Accounts are properly monitored that all necessary expenses are booked correctly to proper GL Account.

7. Attend to Confirmation Letter request from various clients and answering queries related to accounting matters.

8. And other task(s) requested by immediate Head.



STERLING BANK OF ASIA, INC.

Sterling Bank Corporate Center, Ortigas Ave., San Juan City

March 1, 2011 –Jan 10, 2014

Treasury Operations Associate

Major Function:

Provide support in the delivery of efficient operational process in terms of treasury transaction especially Government Securities processing, confirmations, settlements and reports and to assist the Manager for the Month end and Year End transaction/adjustments.

Main Activities

1.  Daily Bank Reconciliation to avoid floats in the books of the company. (BSP & CITIBANK ACCOUNT) Daily checking of particular GL accounts and perform adjustments if needed

2. Carry out daily transactional processing, mainly timely and accurate settlements of Government Securities     & interest payments.

3.  Providing support for the settlements of GS in different external systems (like PDTC system and BTR) and accounting of treasury transactions of the different trusts. 

4.  Confirming rate sets for treasury transactions with other Banks (as Counter Party). Monthly reconciliation or    inventory of Government Securities of Bank’s holdings and for the Retail Clients as well.

5.  Ensuring filing and documentation for each transaction to meet company treasury policy and Audit compliance requirements. 

6. Processing of End of Day Transaction (Quantum) for the next day Settlement. Administrating and updating   Authorized Signatories of Counter Parties.

7.  Providing general support to the Treasury Operations Manager and Head of Treasury Operations in the execution of reports and transaction.

Shopping Center Management Corp.- SM CITY CEBU BRANCH

North Reclamation Area, Cebu City
September 2009 – January 31, 2011

Accounting Assistant
Major Function:

Under general supervision, performs varied and increasingly responsible clerical work related to keeping and reviewing fiscal records and processing documents involving fiscal transactions; and performs related duties as required.

Main Activities

1.  Handling Accounts Receivables of clients; Answers correspondence, phone, and electronic mail concerning procedures or inquiries on the processing of payments; collection of payments from clients on the 15th and 30th to reconcile against the book of the company; to record updates for the past due of clients and report the same to Head Office, process SOA, Purchase Journal and other reports of clients and vendors. 

2. Validation of payments every 15th and 30th of the month; posts payments received to appropriate account or cost center; Prepares Journal Entries for approval by supervisor; and record the same to the system.
3. Preparing Contracts for our Clients, requisition/application of credit cards to be sent to head Office; checks and verifies such documents as requisitions; checks documents for accuracy of name, amounts, and date. 
4. Perform semi- payables transaction for affiliates of SM. Checking and validating payments (in ORACLE) for the 15th and 30tn of the month. And reporting discrepancies to Head Office to resolve issue immediately. 
SUMMARY OF ACCOMPLISHMENTS

Fundamental Accounting Knowledge.

Efficient, detail-oriented, highly organized.

Strong analytical and problem solving skills.

Proficient of computer accounting programs.

· Word

· PowerPoint

· Excel

· Lotus Notes/ Outlook

· Oracle (A/R & A/P)

· Quantum

· SAP (A/R & A/P)

CHARACTER REFERENCES:
Available upon request
