

















Seek a challenging position in a dynamic organization. Bringing the following experience and attributes; with overall fourteen (14) years of work experiences in Accounting, Administrative/HR, Customer service and logistics.
· Possess good attitude towards work and able to do multi-tasking jobs.

· Independent or can be a team player; able to work under pressure with minimum supervision as to meet and balance competing priorities and tight deadlines.

· Willing to grow and accept new challenges and can easily adapt to the new environment.




Paramond Readymade Garment Trading





August 2011 – Dec 2015
c/o Green Mountain Metal & Plastic Waste Trading

  Al Bustan, Ajman, UAE
Accounting
· Preparation and processing of documents such as Quotation, Purchase Order, Invoices and Payment Voucher related to Account Payable and Account Receivable thru Accounting System.

· Preparation of Cheques payment to suppliers and other payment for non-suppliers.
· Preparation & processing of employee monthly salaries and other sister company salaries ( 150 Labors).

· Deposit and withdrawal of cash/cheque to the bank and other task related bank transaction like requesting of bank statement.
Logistics Coordinator
· Prepare and send email Request / Acceptance/ New Release for booking of Container on the Shipping Company. 
· Made Token from DP trade system for delivery of loaded container and taken of Empty Container to Jebel Ali port.

· Send CCIC Application for Inspection as per request in the yard. (UAE, Jordan, Oman, Bahrain & Kuwait)

· Prepare BL Instruction and Load List and send to Shipping Company, BL should confirm in 3days after sailing, and finalize the BL. (UAE, Jordan, Oman, Bahrain & Kuwait)

· Checked and Confirm the BL draft Photos should get in 2days after the container board on the vessel and sailed. (Ind.6, 10 ,Ajman Compost, Jordan, Oman, Bahrain & Kuwait)

· Send Photos of Container for CCIC Certification. (UAE, Jordan, Oman, Bahrain & Kuwait) 

· Checked and Confirm CCIC Draft, should be finalizing for Certification in 7days after sailing. (UAE, Jordan, Oman, Bahrain & Kuwait)

· Collecting and paying CCIC certificate, Invoice ED and Original Bill of Lading from the Shipping line.
Human Resources

· Arrange and process all necessary documents for residence visa of new employee, Labor Card and Visa renewal of employees as well as visa cancellation.
· Preparation and processing of company licenses, tenancy contract and other government related jobs.
· Attending/Answering phone calls, visitors and complaints of workers regarding on their related jobs. 
· Performs other related functions as assigned by Managing Director from time to time.
· Document controller –Handled and maintains confidentiality of company documents, personal documents and information of the managements as well as the workers. 
ARREM Industries Inc.







June 2008 – June 2011
  Laguna, Philippines






Accounting Staff






· Preparation of delivery receipts and sales invoice of product for delivery to customers.

· Prepared sales monthly report thru Accounting System.
· Petty cash custodian.

· Follow-up and pick-up collection from nearby customers.

· Submit BIR monthly report and other task for BIR submission.

· Preparation of materials requisition needed in office and production then follow-up.

· Issuance of office supplies and parts and accessories needed in production.

· Filing of accounting documents and other tasks that maybe assign by superior.
DSK Spring Co., Inc.








Sept 2001 - March 2007
   Laguna, Philippines




Accounting Staff
· Preparation of vouchers for suppliers invoices through accounting systems program.

· Preparation of check for payment to suppliers.

· Recording of journal entries in preparation for quarterly and yearly financial statement

and posting through books of accounts.

· Generating monthly report on sales and issuance of debit/credit memo on sales.

· Generating cash receipt register report.

· Follow-up and pick-up collection from nearby customers.

· Petty cash custodian.
· Make transaction with the bank regarding employee salaries, withdrawal for employee salaries on cash basis, ATM application, deposit collection and other bank transactions.

· Posting of transaction for in and out of supplies, raw material, parts and components and controlling of inventory for proper accounting report.

Apex Bank









June 1999 – July 2000
  Laguna, Philippines


Bookkeeper

· Custodian of current and saving account of bank depositors.

· Posting of deposit and withdrawal of depositors.

· Make transaction on clearing bank regarding on depositors issuance of checks.

· Generate monthly report on saving and current account transactions.

· Proficient in MS- Excel , MS- Word , MS- Power point , US-ERP (Accounting System) Internet & Email


College


LAGUNA COLLEGE OF BUSINESS AND ARTS, PHILIPPINES





Bachelor of Science in Accountancy












NATIONALITY:
Filipino

GENDER:

Female
STATUS: 


Married

VISA STATUS:
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THELMA 


Thelma.357228@2freemail.com





CAREER OBJECTIVES:








EMPLOYMENT RECORDS:





SKILLS:





EDUCATION:





PERSONAL PROFILE:








