Genalyn

Genalyn
.360207@2freemail.com  
PROFILE:

I have had a very successful seven years in a variety of roles in Finance Department.  I am a quick learner, willing to be trained, task focused and career oriented person and I have considerable experience as an Accounts Payables, Accounts Receivable and Admin & Finance Officer.  

OBJECTIVE:

My objective is to find permanent employment in a career that will develop my capabilities and to seek an opportunity where I would be able to apply my knowledge, skills, experience and education in Accountancy.

WORK EXPERIENCED

Accounts Payable-Section Head
Sterling Papers Group of Companies

(SL AGRITECH CORPORATION)

November 1, 2015-Present

Sterling Place 2302 Pasong Tamo Ext.

Makati City, Philippines
JOB SPECIFICATION
· Act as accounts payables department head.

· Prepare request for disbursement/invoice verification (PO transactions) for all accounts                     payable assigned.
· Maintain and update the accounts payable ledger of vendor to come up with the most                 reliable and accurate account balances.

· Enters data to system for proper charging of expenses and cost center.

· Monitors and updates cash advances of employees for proper accounting.

· Prepare accrual entries every month before closing of books.

· Prepare schedules of accounts payable for financial statement preparation.

· Filling of check vouchers and other pertinent documents.
· Assist subordinates for their assigned daily tasks.

Account Receivable Assistant

Sterling Papers Group of Companies

(SL AGRITECH CORPORATION)

Aug. 2014 - October 31, 2015

Sterling Place 2302 Pasong Tamo Ext.

Makati City, Philippines
JOB SPECIFICATION

· Maintain and update the accounts receivable ledger of customer to come up with the most reliable and accurate account balances.

· Ensure that all collections (PR/CR) and deductions (RPOS/CM) are encoded and applied correctly and accurately.

· Prepare statement of account and collection letter (monthly or as per request).

· Prepare other communication, reports and other related matters for the customers of assigned salesman.

· Make follow up calls to customers regarding accounts which remain unpaid 30 days after terms and report the result to section head.

· Verification and encoding of all documents (SI/DR/PR/CR/RPOS and other deduction) in SAP with corresponding clearing to be done on time.

· Prepare and submit accurate monthly A/R Reports to Division Supervisor.

· Efficient, timely and accurate release of required aging of accounts receivables (monthly) and salesman incentives (quarterly).

· Field countering and collection if necessary.

· Prepare incentives computation of salesman in quarterly basis of sales and collections.

Finance Officer and General Accountant
RCV Trading






Apr. 2013- Aug. 2014

# 23 Benedictine St., Parkview Townhouse

Brgy. Sun Valley, Paranaque City, Philippines
JOB SPECIFICATION

· Doing gross margin computation and invoicing.

· In-charge of purchasing and sourcing of customer’s order.

· Prepare all necessary documents for shipment.

· Doing Bidding proposal analysis and computation.

· In-charge for liquidation of daily expenses.

· Preparing payroll.

· Preparing monthly vat payable, quarterly income tax return.

· Inventory of stocks monthly.

Accounting Clerk



Sureway Promotions Inc.

Nov. 2012-Apr. 2013






Brgy. San Rafael, Madaluyong City, Philippines


JOB SPECIFICATION

· Daily replenishment of branches daily expenses.

· Prepare Payroll for agency personnel.

· Encoding payroll to bank system.

· Processing Government Mandatory Stat.

Accounting Clerk                  

LIBCAP Group of Companies        



Sept,2010-Oct 2012

Jaro, Iloilo City, Philippines          

JOB SPECIFICATION

· Daily replenishment of branches daily expenses.

· Prepare Payroll for agency personnel.

· Prepare Payables of different branches.

· Prepare Commission of some agents.

                                                        SPECIAL SKILLS

· Computer proficient in Microsoft Office (Word, Excel, etc.)

· Knowledge Basic Bookkeeping

· Proficient in SAP Application

EDUCATIONAL ATTAINMENT 
Tertiary

Bachelor of Science in Accountancy

West Negros University

Burgos St., Bacolod City 

2008 – 2009

Secondary 

Negros Occidental High School

Bacolod City, Negros Occidental

2000 – 2001
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