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E-mail: aziar.355544@2freemail.com                                                                                   
Raiza                            

	Objective



To be able to contribute to the development of the company the knowledge and skills I have acquired in my study of Accountancy and job experiences, and to get hold of winning qualities of having the desire for excellence and joy in work. 

	Experience


February 2014 to February 2017
Mirait Philippines, Inc. (Pasig) 

· Telecom Construction Engineering company. 
· Mirait Philippines Inc. (MPI) formerly KTK-Fujikura Philippines Inc. was incorporated on November 18, 1996, as a strategic partnership between two top caliber companies in Japan KTK Telecoms and Fujikura Ltd. KTK Telecoms (now known as Commuture Corp) specializes in Total Systems Integration and Project Management of Telecommunications and IT Network Solutions, whereas Fujikura Limited is one of the world's top manufacturers of fiber, cable and optoelectronics equipment.
· Currently engage in electricity subcontractor services in Cebu City & Davao City Philippines.
POSITION:  Finance Officer
Manila Branch (Feb 2014 – Apr 2015, July 2016 – February 2017) Telecom


JOB DESCRIPTION:

· Check Preparation

· Encoding of accounting records to QuickBooks Accounting Software

· Submission of Reports: 

· Cash Monitoring

· Invoice & Collection

· Budgeting

· Files & manage documents


Myanmar Branch (Feb 2016 – July 2016) Telecom


Mirait Technologies Myanmar Co., Ltd.

JOB DESCRIPTION:

· Assist the Myanmar Finance Department to implement new accounting policies.

· Assist in recording accounting transaction at MYOB

· Submission of Reports: 

· Cash Monitoring

· Invoice & Collection

· Budgeting

· Files & manage documents


Cebu Branch (May 2015 – Jan 2016) Electric

JOB DESCRIPTION:

· Check Preparation

· Encoding of accounting records to QuickBooks Accounting Software

· Submission of Reports: 

· Cash Monitoring

· Invoice & Collection

· Budgeting

· Files & manage documents

September 2013 to January 2014
FreeLife Philippines Distribution, Inc. (Pasig City)
- is a leading nutritional company co-founded in 1995 by CEO Ray Faltinsky and President Kevin Fournier. FreeLife is devoted to providing the most effective, scientifically validated health and wellness products available on the market today.
POSITION:  Accounting Officer

JOB DESCRIPTION:

· Encode and post released check/payment details in Oracle

· Review cash advance liquidations, create related journal entries.
· Create adjusting journal entries and post in Oracle.
· Ensure the timely posting in Oracle of all accounting transactions.

· Monitor Accounts Receivable.

· Files & manages documents

· Performs other duties when needed

September 2012 to July 2013
Dranix Distributors, Inc. (Tacloban City)
- A rapidly growing and established company engage in distribution of leading consumer products.
POSITION:  Finance Supervisor (Procter & Gamble Division)

JOB DESCRIPTION:

· Supervise day to day Operations

· Monitor accounts receivables for salesmen
· Checking of all Non-Trade & Trade Payables

· Daily update of payables & actual deposits
· Monitoring of Short landed / other claims

· Approves customer PO (Purchase Order) / SO (Sales Order)
· Jobber Fund Recon Checking

· Check Credit Memo & Debit Memo
· Check Inventory Report

· Reviews & Approves new customer accounts
· Files & manages documents

· Performs other duties when needed
June 2012 to July 2013
Philhealth Employees Multi-Purpose Cooperative (Tacloban City)
POSITION:  Bookkeeper (Part-Time)        

JOB DESCRIPTION:

· Encodes financial data to the cooperative's accounting system.

· Prepares financial statements.
August 2009 to May 2012
Constantino Guadalquiver & Company (Makati City)
-  An independent member of Baker Tilly International, an international network of high quality, independent accountancy and business advisory firms.
POSITION:  Accounting Associate        

JOB DESCRIPTION:

· Reviews, analyzes and presents financial data.

· Prepares financial statements, reports of operations, expenditure reports, statistical data, and other information concerning financial requirements.
· Maintains various ledgers, journals, registers and other fiscal records; classifies expenditures and posts to various accounts as required.

· Reviews and processes expense vouchers, invoices, and other fiscal documents for payment; reconciles various financial reports and other data concerning fiscal operations.

· Verification of a company's financial records.

· Checks the company's bookkeeping and accounting methods by analyzing its books and records.
· Prepares BIR monthly filing
· Bank Reconciliation
	Training/Seminar Attended


Training:
SAP – User Business Process Training





Mustard Seed Corporation
(February 13 – 17, 2017)

Training:
36th Certified Bookkeeper Program



National Institute of Accounting Technicians



(January 7, 14 & 21, 2017)

Training:
Basic Cooperative Course


Cooperative Development Authority 



(July 19 - 20, 2012) 16hours

Seminar:
Updates on Tax Regulations for the Real Estate Industry


Bureau Internal Revenue


(June 22, 2010)

	Education


College


SAINT PAUL’S BUSINESS SCHOOL (now SAINT PAUL SCHOOL OF PROFESSIONAL STUDIES)



B.S Accountancy




(2004 – 2008)




Graduate

LEYTE INSTITUTE OF TECHNOLOGY (now Eastern Visayas State University)




B.S. Accountancy – First Year




Tacloban City




(2003 – 2004)
Secondary

LEYTE INSTITUTE OF TECHNOLOGY (now Eastern Visayas State University)




Tacloban City




(1999 – 2003)
Intermediate

LEYTE INSTITUTE OF TECHNOLOGY (now Eastern Visayas State University)




Tacloban City



(1997 – 1999)
Primary


RIZAL CENTRAL SCHOOL




Tacloban City




(1994 – 1997)

CATBALOGAN CENTRAL SCHOOL III





Catbalogan, Samar




(1993 – 1994) 
	Personal Background


Birth Date:

December 21, 1986

Birth Place:

Tacloban City

Height:


5’ 0.6”

Weight:


50 kgs
Civil Status:

Single
Citizenship:

Filipino

Religion:

Roman Catholic

Languages:

Tagalog & English
