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CAREER OBJECTIVE

To offer a competent and committed service and experience in a well-established and respectable organization wherein my knowledge and skills will be fully utilized in attaining the company’s vision and mission, as well as to widen my horizon and be more effective in the field of accounting, finance and management.
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	EDUCATIONAL BACKGROUND
	

	Tertiary
	Bachelor of Science in Accounting and Financial Management
	May 2009

	
	Notre Dame University
	

	
	Cotabato City, Philippines
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WORK EXPERIENCE

Bluehaus LLC
November 17,2012-April 27, 2017

Tecom, Dubai, UAE

Industry – Interior Design, Fit outs, MEP, and Architectural

Accounts Assistant

Bank reconciliation.

Statement of accounts. Collection.

Timesheet monitoring. Accounts monitoring. Bank transactions.

Journalizing.

Document Controlling. Budgeting.

Forecasting,

Purchase order Creation.

Prepare company accounts for audit. Subcon Monitoring.

Payables Management.

Maintain Depreciation Schedule.

Account Reconciliation.

Maintains accounting records by making copies and scanning; filing documents.

Process Company Expenses Claims. Administering Petty Cash.

Project Coordination.

Prepare Voucher Payment. Prepare Receipt Voucher. Receivables Management. Collection.

Megaworld, Eastwood Property Holdings Inc.
June 29, 2009– September 16, 2012

Eastwood City Information Center, Orchard Rd., Eastwood City,

Libis, Quezon City, Metro Manila, Philippines

Accounting Assistant

Ensures all collections for the day are deposited to the bank

Send daily transmittals specially new sale and check collections to the head office Ensure invoice payments for ever payment transactions

Protects organization's value by keeping information confidential.

Handled customer queries. Keep all data files safe.

Ensures all necessary requirements and details for sale is complete.
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	Training/Skills/Seminars
	

	Seminar
	“Analyzing Financial Statements”

	
	3Fold Education Centre Dubai,UAE

	
	September 17, 2013

	
	“Budgeting and Variance Analysis”

	
	3Fold Education Centre Dubai,UAE

	
	February 21, 2014

	Computer Skills
	Microsoft Office Excel

	
	Microsoft Office Word

	
	Microsoft Office PowerPoint

	
	Peachtree

	
	Sage

	Core Competency
	

	
	



Cash Management

Allocation/Budgeting Forecasting

Reconciliation of accounts Invoicing

Collection


Summary

Hardworking and competent.

Dedicated and results driven, easy to get along with, and is not easily fazed in front of pressure. Takes problems analytically and practices professional skepticism.

Possesses high standard of integrity.

Possesses a strong command of oral and written communication, proactive and takes the initiatives. Flexible, can easily coordinate job responsibilities and managing multiple tasks at once.

Able to work even without supervision.

A Strategic Partner, Aiming for Excellence. Flair in developing ideas and strategies.

Honest and Trustworthy.

Self-motivated and Goal Oriented. Willing to learn and Open-minded.


PERSONAL INFORMATION

Birthdate
: September 21, 1987

Birth Place
: Krislamville, Cotabato City, Philippines

Age
: 29

Status
: Single

Citizenship
: Filipino

Gender
: Male

Visa Status
: Working

