To:  Human Resource Department,

Good Day!

 

I, Mariel O. Caburnay, under Husband Visa and would like to apply as one of your Accounting, Admin Personnel or any vacant position that fits my qualification.
 

I completed my Degree in Bachelor of Science in Accountancy with work experience in Accounting and Administrative functions, I’m flexible and can easily adapt to a new environment. 

 

I have the ability to work and learn with a team, can able to maintain a good attitude during tough times and under pressure, I strive for continued excellence, fast learner individual and willing to learn more if you could give me a chance to be a part of your company.

 

I hope you will consider this application and look forward to hearing from you to arrange an interview.

 

 

Thank you so much in advance and God bless.

 

Respectfully yours,

 







Profile:  A dynamic person with experience and knowledge in Accounting and Administrative fields seeking to leverage these strengths into more challenging organizations.  I am resilient & versatile, can able to maintain an approachable attitude during tough times & under pressure.  

· Highly organized, efficient and skilled in variety of office support task.  Excelled within deadlines & ensured the accurate & on time completion of reports.

PROFESSIONAL WORK EXPERIENCE
· ADMINISTRATIVE OFFICER 

· Assignia Infraestructuras/Assignia Engineering DMCC – Year 2012-2015

Duties:

· Performs Administrative task, Accounts & Office support activities as required by main and site office.

· Handling of Petty Cash and Cheques for payment

· Monitoring of Company Expenses.

· Receiving Delivery Notes/Invoices from suppliers, processing of payment based on due date.

· Register/Booking of DR and Invoices to accounting system.

· Preparing of different summary of invoices per supplier upon receiving the documents from Oman. ( Hotel, Flights and Car Rental Invoices)

· Request Quotation and processing of Purchase Order to supplier for Travel Flights and Hotel Bookings.

· Monitoring of Office Supplies/Inventory of Fixed Asset and Equipment.

· Monitoring of In-coming and Out-going calls and emails.

· Organized and maintained files and records for future reference.

· Monitoring of Daily Attendance/VL/Payroll

· SUPERVALUE INCORPORATED  ( 10 years’ working experience)

· ACCOUNTING SUPERVISOR ( 2008-2011)

· ACCOUNTING ASSISTANT (2004-2008)/SALES AUDIT/BILLING & AP (2000-2004)

Duties:

· Insure continuance of office routine in Managers Absence.

· Ensure accurate & compliance of accounting procedures and records based on company policies, SAP Entries and accruals.

· Monitoring of Daily and Monthly sales report

· Monitoring of daily transaction’s, supervised accounting staff and manages customer, vendor & suppliers relation.

· Monitoring timely, accurate and processing of invoices, PO, expenses, sales report, credit and payment transaction especially during month end.

· Monitoring and implementing of new accounting procedures and system.

· Audit compliance based on Memo and System procedures.

· Performed sales audit receivables and audit functions including inventory and monitoring of fixed asset.

· Preparation of Monthly Rental for Tenants, Interest for late and non-payment.

· Reconciled bank statement based on Credit and Debit Card Transactions.

· SAP Processing/Recording of Expenses such as (Security/Janitorial Expenses, Telephone billing, Petty Cash Fund, Payment Revolving Fund , Rental)

· Accounts Payable process via SAP 

	Areas of Expertise
	Computer Literacy/Software

	Accounts Payable, Receivable process
	Working knowledge of SAP Software

	Auditing/Sales Report
	MS Office Programs

	General Accounting
	POS Software Reports

	Petty Cash
	Storeline /Ansi Applications

	Expenses/Invoices
	Working knowledge of Libra – by oracle

	Admin Functions
	


PERSONAL DATA
EDUCATION       :    


Degree

:  
BACHELOR OF SCIENCE IN ACCOUNTANCY





   

SAN PABLO COLLEGES
   




                

LAGUNA, PHILIPPINES   


Secondary High School
:
LAGUNA COLLEGE






LAGUNA, PHILIPPINES   
Type of Visa
:
Husband/Residence Visa

Gender 

:
Female
Nationality
:
Filipino
Civil Status
:
Married
Birthday
:
27th Sept 1979

I hereby attest and certify that the above information is true and correct to the best of my knowledge and belief.
Mariel.358418@2freemail.com








Mariel 














