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E-mail address:
Clarisse.363951@2freemail.com 
Education:

Bachelor of Science in Accountancy

Nationality:  Filipino

Language:

Tagalog mother tongue

English – excellent verbal & written

Date of Birth: 19 August 1985

Civil Status:  Single

Areas of Expertise:

FINANCIAL

Financial Reporting Auditing

Cash Flow Management

MANAGEMENT

Decision making

Effective delegation

Good Communication Skills Maintaining schedules on time Self-motivated

Attention to detail


Clarisse
Career Objective

To work in a reputable professional organization fostering creative and professional growth. To enhance professional abilities and to achieve more creative, stimulating career options.

Career Summary

Over 10 years of experience in financial accounting and auditing in varied industry area including consolidated reports, balance sheet reconciliation, fixed asset maintenance, budgeting and forecasting, cash flow reporting and variance analysis.

Exceptional versatility and adaptability. Hardworking and trustworthy.

Ability‐ to manage multiple tasks in a pressured environment. Detail oriented, efficient and organized professional with

extensive experience in accounting systems.

Proficient in MS Office (Word, Excel, PowerPoint, Outlook). Excellent in written and verbal communication skills.

Knowledge in SAGE 50 SOFTWARE & NAVISION ERP

SOFTWARE.

Work Experiences

Silicone World Computer L.L.C. Mar 2013 – up to present General Accountant
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· Prepares Trial Balance, Balance Sheet & Profit and Loss Statement for year-end auditing.
· Prepares Aging of Accounts Receivable & Accounts Payable for financial reporting.
· Support Auditor in conducting internal and external audits.
· Maintaining general ledger accounts and prepares journal entries for accruals and variances.
· Monitors the daily payment schedule of the company.
· Generate and distribute account management reports on weekly & monthly basis.
· Responsible for invoicing and issuing receipts for local and export sales.
· Reconciling customer and vendor ledgers.
· Assist various departments in accounting issues and queries.
· Review and approve monthly payroll reconciliations for WPS preparation.
· Checking Purchase Invoices for the booking of rebates & support from vendors.
· Maintain schedule of fixed assets, depreciation, prepaid expenses, accruals, provisions and other accounting schedules.
· Coordinating with various banks for company bank facilities transactions such as TR’s, LC’s, Invoice / Cheque Discounting.
· Collate bank statements on monthly basis.
· Analyze different general ledger accounts regularly.
	
	

	Stores Specialists, Incorporated (Retail Company)
	Mar 2009 – Feb 2013

	General Accounting Department
	

	Makati City, Philippines
	


· SR. ACCOUNTANT
(February 2012 – February 2013)

· Analyze & monitors the schedule of Accounts Receivable.
· Prepare aging of Accounts Receivable for financial reporting.
· Process credit & collection of receivables
· Checks the accuracy & correctness of Cash Advances, Liquidations & Reimbursements requests.
· Maintain & monitors the schedule of Prepaid Expenses-Insurance.
· Process new insurance policies, modifications to existing policies, and claims forms.
· Prepares annual company accounts and reports for audit officers.
· Prepares & analyze the schedule of Due from & Due to Affiliates - Rustan Marketing Specialists, Inc. (Marks & Spencer).
· Prepares check request payable to RMSI for executive salaries.
· Check, analyze and prepares the DM for the monthly charges of Due from Affiliates: Footwear Specialty Retailers Inc. (PAYLESS SHOES)
Luxury Concepts, Inc. (HERMES)

International Specialty and Fashion, Inc. (ZARA)

Rustan Marketing Specialists, Inc. (Marks & Spencer)

· Prepares & analyze the schedule of Due from Affiliates:
Footwear Specialty Retailers, Inc. (PAYLESS SHOES) Luxury Concepts, Inc. (HERMES)

International Specialty and Fashion, Inc. (ZARA)

Rustan Marketing Specialists, Inc. (Marks & Spencer)

· JR. ACCOUNTANT
(February 2011 – January 2012)

· Prepares Debit/Credit Memo to employees, foreign suppliers, contractors and affiliates.
· Maintain the Debit/Credit Memo Register.
· Posting of Debit/Credit Memo Book.
· Weekly filing of Debit/Credit Memo.
· Prepares the monthly schedule of Prepaid Expenses.
· Checking and prepares the summary of vehicle utilization for charging among affiliates.
· Prepares and monitors schedules of Due from Affiliates: Samsonite Philippines, Inc.
Luxury Concepts, Inc. (HERMES)

International Specialty Fashions, Inc. (ZARA)

Footwear Specialty Retailer, Inc. (PAYLESS SHOES)

· Maintain and analyze schedules of Due from Affiliates: Samsonite Philippines, Inc.
Luxury Concepts, Inc. (HERMES)

International Specialty Fashions, Inc. (ZARA)

Footwear Specialty Retailer, Inc. (PAYLESS SHOES)

· SR. ACCOUNTING STAFF
(March 2010 – January 2011)

· Prepares the Journal Vouchers of Monthly Forex (Merchandise & Non-merchandise) transactions.
· Checking of reimbursement requests and liquidations of employees.
· Journalizationof all approved documents.
· JR. ACCOUNTING STAFF
(March 2009 – February 2010)

· Assist with the Bank Reconciliation of 32 banks.
· Updating book and bank accounts.
· Daily checking of Cash Sales in passbooks.
· Daily monitoring of Bank transactions and balances.
· Do the checking of EPS transactions.
· Monthly reconciliation of OR series of all stores in all locations.
· Monthly reconciliation of Credit Card charges.
Kyung Kee Philippines Corporation (Manufacturing Company)
March 2007 – March 2009
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Purchasing Officer – Accounting Dep’t.

Completes and submit invoices and process for payments. Handled expense reports with account summaries.

Maintains the cost accounting report for inventories and other company assets. Reported on variances in quarterly costing reports.

Maintains inventory control.

Demonstrated knowledge of daily sales operations, profit and loss statements including inventories, labor and change orders.

Negotiate and execute purchase order or vendors contracts as needed to support the critical business needs.

JESTRA Development Corporation (Real Estate Company)
June – February 2007
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Purchasing Officer – Accounting Dep’t.

Prepares monthly budget request for the work unit.

In-charged in quotations, delivery terms & costs and recommends substitute materials.

Manages material flow to ensure inventory is maintained to the optimum level to support on time construction while keeping inventory holdings at the appropriate levels.

Coordinates with the Site Engineers, Foremen and Supervisors for the materials requirements. Manages all activities that develop good relationships with suppliers.

Personal Data

AGE
: 31 years old

BIRTHDATE
: August 19, 1985

BIRTHPLACE
: Mariveles, Bataan

STATUS
: Single

RELIGION
: Roman Catholic

LANGUAGE
: ENGLISH & TAGALOG

Character References

Available upon request

I hereby certify that the information I have stated is true and correct to the best of my knowledge and ability.

