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SUMMARY OF QUALIFICATION:  

· 11 years of extensive and solid experience in general accounting, credit and collection, Accounts Payable  and Receivable, Month end Closing cash flow and reporting, Reconciliation and payroll accounting.
· Graduated with a degree of Bachelor of Science in Accountancy at Jose Rizal University.

· Proficient in Windows Applications Software, which includes MS Excel, MS Word, MS Power Point & MS Outlook.
EMPLOYMENT HISTORY

Position            :               ACCOUNTING STAFF

Company          :               OCEAN CANNING CORPORATION

Period               :               JUNE 08, 2014-FEBRUARY 15, 2017

Ocean Canning is a food Manufacturing Company of canning, packing of fish and other marine products.

· Delivering & obtaining documents to/from government agencies, supplies & external auditors

· Collecting cash &/ or checks from customers

· Releasing / delivering check payments to customers, suppliers & other creditor, sales documents & official receipt to customers

· Depositing cash / checks received from customers

· Preparing checks for customers, suppliers & other creditors

· Management of Petty cash fund

· Providing sales / marketing & treasury updated client records

· Recording administrative transactions

· Monitoring & updating of customer records & billing customers

· Performing duties as maybe assigned by the Accounting & Admin. Manager/Treasury head

· Daily Monitoring of fish deliveries & withdrawals for production

· Costing of deliveries of fish both fresh & frozen

· Prepares monthly reports of Fresh & Frozen fish

· Costing of Raw materials inventory

· Monthly posting of transactions for Bureau of Internal Revenue reporting

Position            :               ACCOUNTING OFFICER-BILLING & COLLECTION
Company          :               XEND BUSINESS SOLUTIONS, INC.

Period               :               OCTOBER 17, 2011-FEBRUARY 08, 2014

Xend Business Solutions Inc. is a revolutionized ecommerce logistics company, giving simple and  effective solution to client needs.  Founded in 2004 starting with just 1 courier, now they manage 120,000 senders trust with their parcels, delivering to more than 230 countries in the  world, from Manila to Madagascar

· Monitoring of Accounts Receivable Ledger

· Performs daily dollar monitoring

· Performs the following duties:  prepare invoices for charge clients, prepare journal entries, maintains and reconciles ledger accounts/balances of book accounts and

· Coordinates internal customers (sales office/factories) for any query and/or disputes;

· Monitors purchasing accruals & acts as lead capacity in answering daily AP concerns

· Maintains Accounts receivable Aging for credit and collection purpose

· Prepares and check Checking of Waybills-Postal Rates and Waybills-Ems Rates

· Monitoring & updating AR of Customers for necessary adjustments

· Call clients or customers to follow up old accounts and aging receivables for collections 
Position            :              PROJECT CONTROLLER
Company          :               ETSI TECHNOLOGIES, INC.

Period               :               JANUARY 19, 2010-OCTOBER 5, 2011

ETSI Technologies, Inc. was founded in 1983, The Company’s line of business includes providing general contracting services such as constructing water and sewer mains

· Attend client meetings and assist with determination of project requirements

· Prepare all required documentations for the project and ensuring accuracy of the information stated in the documents, Ensures that Sub contractor’s billing have complete supporting documents attached and duly signed by technical head.

· Monitors outstanding balances of employees Cash advances and employees Reimbursement & Liquidation of Expenses

· Ensures timely application of Daily Overtime

· Performs completeness check of Daily Material Request Form

· Prepares subcontractor ledger for monitoring of progress billing and payment

· Responsible for applying and securing the bonds and insurance of the project

· Ad hoc:  Prepares s Sales Order, Prepares Accrual of Subcontract Labor

· Performs reconciliation of Monthly Billing with Accounting records 

Position            :              GENERAL ACCOUNTANT

Company          :               FILPRIDE RESOURCES, INC.

Period               :               March 1, 2009 to January 18, 2010

Filpride  Resources, Inc. is an independent supplier of petroleum product in the Philippines having an annual income of 1 Billion pesos, member of the independent petroleum companies, and an organization of independent suppliers.

· Performs the following duties:  prepare journal entries, maintains and  reconciles ledger accounts/balances of book accounts and profit and loss income and balance sheet.
· Responsible in approving daily check vouchers
· Prepares and initiate Monthly Employee payroll
· Performs monthly and weekly Accounts Payables
· Prepares Month End Reports for Cash Flow Presentation with the CEO
· Coordinates internal customers (sales offices/factories) for any query and/or disputes
· Facilitates intercompany confirmations and reconciles intercompany transactions with affiliates in charge of reconciling supplier accounts; in-charge of closing the AP module on month-ends
· Reconciles Accounts Payable to General Ledger (Balance Sheet Recons)
· Monitors purchasing accruals & acts as lead capacity in answering daily AP concerns
· Prepares monthly reports such as Accounts Payable SL-GL Reconciliation, Purchasing Schedule,  Purchase Accrual Schedule, Invoice Status Report, Interco. Recon/Schedule
· Directly reports to the Chief Finance Officer & Chief Executive Officer 
Position              :           CREDITS AND COLLECTION SUPERVISOR
Company           :            FILPRIDE RESOURCES, INC.

Period                :            March 1, 2007 to February 28, 2009

· Manages a small team who is solely responsible in the credit and collection of Accounts Receivable.

· Authorized to provide approval from new accounts after performing a review on contracts of newly on boarded client.

· Establishing bank verification by checking the accounts being maintained, when & where the accounts opened and possible to get the average daily balance (ADB)
· Responsible in conducting background investigation & verification on their Securities and Exchange Commission registration as to the authenticity of the documents being presented
· Prepares weekly A/R Projection Reports based on the monthly Accounts Receivable projection
· Approves & process Customer Order Slip and conduct validation to the billings to our clients on a day to day basis

· Responsible in the preparation of Month end Reports, Performing monthly accounts receivable projections, validation of Sales summary reports and Accounts Receivable balance
· Closely working with Philippines government corporations such as National Power Corporation-60% of the company’s receivable is coming from
· Monthly reporting of Statement of Account of Customers & intercompany Accounts, AR over 90 days and Montly Collections of Custome.

· Call clients or customers to follow up of accounts of customers to be settled                                                         
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                            I hereby certify that all information given above are true and correct

                            in the best of my knowledge.

                                                                                                                   ELDA 

                                                                                                                                  Applicant

