AURELIA
Aurelia.354904@2freemail.com


PROFILE

A hardworking individual with a great sense of responsibility. Have determination, with sense of urgency and initiative. Computer literate, detail-oriented, have analytical skills, fast learner, systematic, and capable of handling multi-task position.
COMPUTER RELATED SKILLS
· Windows XP/Vista
· MS Office (Word, Excel, and PowerPoint Access)

· Internet and E-mail
· With knowledge of Peachtree Accounting Software
PROFESSIONAL EXPERIENCE
Wafa Electromechanical Cont. Co., LLC

Sharjah, U.A.E.
Junior Accountant/Purchase-in-charge
September 2008 to February 2014
· Purchase In charge; duties include assisting in choosing and negotiating to new suppliers; preparation of purchase order and send to General Manager for approval, updates the purchase register log and follow-up ordered materials and make sure the items arrives in time and it’s within the LPO specification, helps in monitoring the performance of each supplier as per ISO requirements.
· Record general accounting transactions on a day to day basis such as purchase orders, invoices, official receipts, payment vouchers and other non-cash transactions in computerized accounting system. 
· Prepare and reconcile accounts by segregating and following bank accounts, receivables, payables to other companies.
· Assist the storekeeper in year-end inventory counting of the materials in storehouse. Prepare the necessary adjustments and reports of the materials on hand.
· Release payments/settlements to suppliers. 
· Assist the senior accountant in collecting payments from the clients.
· Perform bank related transactions whenever needed.
· Checks and review the time cards of site workers for payroll and prepares the job costing. Assist the senior accountant on preparing the payroll as per the Wages Protection System (WPS).
· Responsible in disbursing/distributing monthly salaries and wages of all office and site employees.
· Assist the senior accountant on preparing the financial statements every end of the month and year end.
· Prepares documents or reports required in the financial audit.
· Control and maintain petty cash account.

Aliaga Farmers Rural Bank, Inc.

Nueva Ecija, Philippines
November 2003 to July 2008
As Compliance Officer (September  2006 - July  2008) 

· Building up a compilation of all banking laws and relevant rules and regulations issued by the Bangko Sentral ng Pilipinas (BSP), Anti-Money Laundering Council-BSP (AMLC), Philippines Deposit Insurance Corporation (PDIC), Security and Exchange Commission (SEC), Security and Exchange Commission (SSS), Bureau of Internal Revenue (BIR) & other regulatory/supervisory bodies.

· Monitor if the bank is complying with all the rules & regulations of the regulatory/supervisory bodies above.

· Preparation of financial statement analysis of the company every end of the month.
· Preparation of Performance Evaluation & other reports needed for the performance review, quarterly.
· Monitor the results of operation every end of the month.
· Review the audit findings of the BIR (Bureau of Internal Revenue) upon audit.

· Preparation of the some reports to be submitted to SEC, BSP, PDIC, AMLC, and BIR.
As Loans Bookkeeper (April 2005-September 2006)
· Attends to the prospective applicant’s queries.
· Processing of loan documents of the borrower and posting necessary entries on subsidiary ledgers.
· Preparation of the loan reports to be submitted to BSP.
· Organizes and maintain filing of the loan files.
As Staff Assistant (Reliever) of Loans, Accounting and Cash Department (November 2003-April 2005)
   Accounting Department:

· Prepares the accounting proof sheet every end of the day. This includes the daily transaction of the bank.
· Preparing and posting the journal entries to the general & subsidiary ledgers.
· Assist the accountant on preparing the financial statements every end of the month.
   Loans Department:

· Greets and attends visitors and respond to their queries regarding loan applications.
· Assist the loans bookkeeper on loan processing, documentation of loan application and preparation of month-end reports.
· Prepares the summary reports of the insured borrowers to be submitted to insurance company.
   Cash Department:

· Attends to the queries of prospective depositors, assist them if they decided to open new accounts.
· Prepares the teller proof sheet, blotter, and other reports if the teller is on leave.
· Processing of western union remittances.
EDUCATIONAL BACKGROUND

DEGREE HOLDER 
BACHELOR OF SCIENCE IN ACCOUNTANCY




WESLEYAN UNIVERSITY-PHILIPPINES



Cabanatuan City, Philippines




School Year 1999-2003
ACADEMIC AFFILIATIONS

· Academic Awardee 
CERTIFICATE/SEMINARS/WORKSHOP ATTENDED

· Seminar-Workshop on Current Developments Taxation Policies for Rural Banks (April 10, 2008)

through Rural Bankers Association of the Philippines; held at Cabanatuan City
· Fund Management Seminar (May 9-10, 2007)
through Rural Bankers Research and Development Foundation, Inc.; held at  Intramuros Manila

· Seminar/Workshop on BSP’s Financial Reporting Package, Philippine Accounting Standards & Philippine Financial Reporting Standards (April 2-4, 2006)
through Bangko Sentral ng Pilipinas Institute; held at Cabanatuan City

· Seminar-Workshop on Anti Money Laundering Council (AMLC) Reporting Procedures  (July 9, 2005)
through Rural Bankers Association of the Philippines; held at Cabanatuan City
· Seminar/Workshop on General Ledger Reporting System and other SED IV Reports (July 23-24, 2004)

through Bangko Sentral ng Pilipinas Institute; held at CLSU, Nueva Ecija
· Basic Rural Banking Course (March 1-12, 2004)
through Bangko Sentral ng Pilipinas Institute; held at BSP Manila
PERSONAL DETAILS
Age
:
34 years old

Civil Status
:
Married
Nationality
:
Filipino
Religion
:
Christian

Languages Spoken
:
English and Tagalog

Visa Status
:
Husband’s Visa
Character References are available upon request. With Authenticated school records/ certificate.
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