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SKILLS

· Excellent organization

· Attention to detail

· Strong technical accounting skills

· Excellent financial 

analysis abilities

· Budgeting and forecasting

· Regulatory compliance
· In-depth knowledge of 

accounting regulations 

and standards

EDUCATION
BACHELOR OF SCIENCE
Accountancy
Polytechnic University of the Philippines, Sta. Mesa, Manila, Philippines
2006-2010


CERTIFICATIONS
· Certified Public Accountant

PRC License No. 147605
ADDITIONAL SKILLS
· Knowledge of MS Excel,

MS Word and MS PowerPoint

· Excellent verbal and written communication skills

OTHERS
· Nationality: Filipino

· Major Language: English


PROFESSIONAL PROFILE
A highly trustworthy, ethical, detail-oriented, dedicated and organized professional with 4 years’ experience in a general trading company engaged in importation and local distribution of goods and a service industry. Now seeking to contribute my experience, skills and expertise to the management of a reputable company.
EXPERIENCE
Accounting Staff
SEAA Corporation Feb. 2013-Feb. 2014
· Handled liquidation and reimbursement of petty cash fund
· Managed payroll functions (collecting employee’s information and timesheets, keeping track of sick and vacation leaves, calculate payroll taxes and deductions, preparation and distribution of payroll checks)
· Performed accounts payable functions, managed supplier’s account, processed invoices, checks and managed relationships with creditors
· Administered manual and online banking functions

· Managed accounts receivable and aging per client including billing and collections
· Managed perpetual inventory system and physical inventory

· Prepared weekly cash position report

· Managed monthly, quarterly and annual filing of taxes

· Managed preparation of cash disbursement book

· Liaised with banks regarding financial transactions, with governing authority regarding renewal of business permits, and with bureau of customs regarding importation license and accreditation as importer

Accounting Officer/General Accountant
SEAA Corporation Mar. 2014-Jan. 2017
· Handled all accounting responsibilities

· Ensured that all business transactions are properly recorded and managed
· Supervised preparation of financial statements

· Ensured compliance of monthly, quarterly and annual filing and payment of taxes and government remittances

· Forecasted and assessed company’s budget by computing variances between budgeted and actual costs
· Forecasted revenue and expenses for a certain group
· Ensured submission of weekly cash position report/bank reconciliation

· Supervised deposits, encashment, cash handling, reimbursements and liquidations

· Coordinated payroll functions

· Authorized personnel to transact with the bank regarding financial transactions

· Generated costing and pricing of imported goods
EXPERIENCE
· Managed importation of goods and distribution to local dealers and liaised with forwarders for the shipment of imported goods
· Liaised with auditors for the annual audit of financial statement

