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MARIE
Email: marie.367564@2freemail.com 

Position Applied for:
ACCOUNTANT or OTHER QUALIFIED POSITION
Objective:
To expand expertise in the field of Accounting and Financial Management.
PROFESSIONAL EXPERIENCE
HERCULES OFFSHORE MIDDLE EAST LTD.


Jumeirah Lakes Tower, Dubai, UAE
Accounts Department
Nature of Business:
Liftboat, Marine and Shipping Services
Position:
Accountant
September 09, 2012 – April 30, 2017
Tasks and Responsibilities:
· Maintains records and files of all contracts with both vendors and clients
· Prepares Purchase Orders, Sales Invoices and Service Tickets
· Prepares and submit Monthly Revenue Report
· Review and research for pending POs still not matched with invoice and make verification with vendors
· Maintain an accurate check register for company bank account
· Maintain an accurate petty cash register
· Monthly submission of petty cash register.
· Weekly submission of check register, copy of checks issued and bank statement
· Checks vendors’ invoices and ensures that support documents are complete before processing for payment approval.
· Prepares monthly budget and request for fund transfer to Dubai bank account
· Prepares month-end accrual report.
· Coordinates with vendors and clients for invoicing issues.
· Monitoring of Customer Ageing summary and follow-up payments
· Handles funds for Company and ensures that actual cash on hand tallies with records.
· Prepares checks, cash and check payment vouchers
· Prepares Catering Profit Analysis
Accounts Department Nature of Business:
· Review Monthly Open PO schedule and do necessary action.
· Assist in company license renewal, employment visa and resident visa application
· Perform Other duties as assigned
MARS TRADING AND CONTRACTING CO.


Providing quality tools, equipments and services to trading Sector in general
Position:
Accountant
December 16, 2009 – August 31, 2012
Tasks and Responsibilities:
· Handles Creditors / Debtors Accounts
· Booking and monitoring of accounts payable and prepares payment accordingly
· Monitoring of Customers Ageing summary and follow-up payments
· Receives daily cash/check collection from sales in Gas and Showroom, credit customers.
· Prepares cash/bank receipt vouchers and deposit slips
· Handles funds for Company, Projects and Co. Owner’s personal fund and ensures that actual cash on hand tallies with records.
· Prepares cash and check payment vouchers
· Prepares Payroll and Overtime
· Prepares leave salary and gratuity pay
· Payment of employees salary
· Prepares journal entries for offsetting of advances made for local cash purchases by salesman.
· Perform other duties as assigned.
	CFE QATAR
	

	Accounts Department
	

	Nature of Business:
	Construction and Project Management

	Position:
	Project Accountant – Ras Laffan Project Site

	
	April 12, 2008 – August 14, 2009

	Tasks and Responsibilities:

	Handles Creditors / Debtors Accounts

	
	Receive invoices.

	
	Review invoices, purchase orders if properly documented

	
	Contact vendors to resolve problems.

	
	Prepares invoice approval and imputations assigning corresponding

	
	budget, unit and general ledger (G/L) codes.

	
	Submit to Accounts Dept Head for checking of assigned budget, unit,

	
	and G/L codes.

	
	Booking of invoice approval and imputation to system and stamped


with corresponding credit invoice (CI) number.
· Log the invoice in the Logbook monitoring schedule.
· Scan complete set of invoices
· Distribute invoices to department heads concerned for checking and to project manager for final approval.
· Scan approved copy of invoice imputation only to replace the previously scanned copy.
· Update logbook.
· Send copy of approved invoices to CFE-Qatar Head Office in Doha for payment.
· Filing of original invoices.
· Prepares request letter for credit note.
· Prepares response letter to inquiries/verification of creditors/debtors
· Creates Creditors / Debtors Account Codes
· Update Suppliers Monitoring Chart to be use for provisions in preparation of financial statement.
· Booking of allocation for Manpower Supply, Equipment and others.
· Prepares journal entries to adjust entries on G/L codes
· Prepares analytical reallocations entries to adjust budget allocations
· Performs other duties as assigned.
Previously assigned as Petty Cash Custodian aside from performing above stated tasks and responsibilities. Taking over assigned tasks of staff on leave.
· Handles funds for QAR, USD and EUR.
· Ensures that expense sheets are checked and approved before payment
· Prepares weekly cash budget report as reference for weekly funds request
· Assigning budget, unit and G/L codes to payment transactions
· Booking of petty cash transactions and making sure that cash on hand tallies with SCBA or systems totals.
· Reports to head office on payday to assists in preparation of salaries.
· Distributes monthly salaries and allowances of local and semi-expats
· Pays salary advances of employees under agencies.
· Assists in preparation of monthly allowances by checking against arrival and departure schedule for possible adjustments.
· Performs other duties as assigned.

FIVE STAR FINANCE, INC – Accounting Department


183 Bonny Serrano Avenue Murphy Cubao Quezon city 1109 Philippines
Nature of Business: Financial Institution rendering financial loans to pensioners of Armed Forces of the Philippines (AFP) and Social Security System (SSS)
	Positions:
	

	DEPARTMENT MANAGER
	11/01/2003 to 02/15/2007

	SECTION MANAGER
	11/01/2000 to 10/31/2003

	UNIT MANAGER
	11/01/1993 to 10/31/2000

	SUPERVISOR
	05/01/1993 to 10/31/1993

	ACCOUNTING ASSISTANT
	11/02/1992 to 04/30/1993


Plan, organize, direct, control and evaluate the operation of accountingdepartment.
Prepares financial statement, summaries and other cost–benefit analysis andfinancial management reports.

Manages daily accounting operation of the company.
Ensures that the company runs efficiently, its records are kept accurately and itstaxes are paid properly on time.
Checks and analyzes journal and ledger entries, bank statements, inventories,expenditures, tax returns and other accounting and financial records and documents to ensure financial recording accuracy.
Participates in preparing capital and program budgets, budget revisions, and longand short term financial projections, including preparation of cash flow projections and cash flow management. Oversee company banking functions, including bank reconciliations and management of company banking relationships.
Coordinate all payroll functions, including collection and processing of timesheets,tracking of paid leave accruals, preparing and submitting payroll information to payroll processing company, and reviewing quarterly and annual payroll tax returns.
Manage accounts payable and cash disbursements functions.
Manage cash receipts functions by reviewing coding of all incoming cash receipts;entering cash receipts into the computerized accounting system, and preparing and completing cash deposits.
Coordinate annual external audit, including assist in preparation of auditworksheets, schedules and materials; preparation of materials requested by auditor; and acting as liaison to auditors.
Actively participate in finance/administration team to develop and support systemsthat ensure effective and accurate record keeping, timely preparation of reports and financial information, and financial and administrative systems that meet the needs of the organization.
U. S. NAVAL MAGAZINE –

Supply Department
Philippines
Nature of Business: U.S. Naval Magazine Depot
ACCOUNTING TECHNICIAN – PG-12
September 20 1987 to September 30 1992
Managesthe Naval Magazine’s accounts, Civilian Welfare and Recreation
Association funds and funds for 71 reimbursable projects. Ensures that funds are being charge and use accordingly.
Provides customers with updated reports of budget/funds.

U.S. NAVAL AIR STATION-

Accounting Department
Philippines
Nature of Business: Navy Flying Club
ACCOUNTING TECHNICIAN
PG-10
March 23, 1987 to September 19, 1987
Prepares financial statement and other related schedules.


U. S. NAVYPUBLIC WORK CENTER - United States Naval Facility
Audit Department
Subic Bay, Philippines
Nature of Business:
Provides public work assistance to U.S. Navy
CLERICAL ASSISTANT PG-10
December 28, 1986 to March 22, 1987
Typing and filing of audit reports.
U. S. NAVY PUBLIC WORK CENTER Timekeeping Department


- 
Philippines
Accounting Technician PG-10
April 02, 1985 to December 27, 1986
Nature of Business:
Provides public work assistance to U.S. Navy
Reconcile rejected job orders used by employees against correct assigned joborders.
URBAN INTEGRATED CONSULTANTS, INC. – West Avenue, Quezon City,
Business Operations Department
Philippines
Nature of Business:
Consultancy, construction, project and site supervision
Clerk/Typist
May 15, 1982 to March 31, 1985
Typing and filing of project reports, proposals and feasibility studies.

EDUCATION:

BACHELOR IN ACCOUNTANCY
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES, Sta. Mesa, Manila,
June 1980 to November 1984


SEMINARS/TRAININGS/CONFERENCE ATTENDED
HOUSTON, TEXAS – USA
Controller’s Conference
Hercules Offshore Inc
May 19-20, 2014
DOHA – QATAR:
International Accounting Standards Seminar
IAS 1, 23 & 40
PICPA – Qatar Chapter
August 8, 2008
Evolution of Accounting Standards Towards IFRS Era
PICPA – Qatar Chapter
April 18, 2008
LOCAL (PHILIPPINES):
Lotus 1-2-3 (September 6-8, 1989)
DBASE III PLUS (August 18, 1989)
Basic Enable Computer Training (May 26, 1988)
Let’s Serve the Public (July 11, 1987)
Naval Correspondence (February 12, 1987)
Building Essential Secretarial Techniques (December 19, 1986)
Effective English Workshop (October 31, 1986)
Professional Development for Secretaries (September 19, 1986)
Basic Driving Course (February 7, 1986)

PERSONAL DATA

Date/ Place of Birth
05/23/64 – Sta. Cruz, Manila
Age / Civil Status
52yrs old / Widow
Height / Weight
5’4”/ 140 lbs
Citizenship/ Religion
Filipino / Roman Catholic
Type of Visa
Resident Visa

