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VICENTA    Email -Add: Vicky.369004@2freemail.com 
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OBJECTIVE:
To contribute and develop my acquired knowledge and skills in the field I have chosen and to be a part of a progressive organization.
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QUALIFICATIONS:
· Efficient, detailed oriented and organized professional with more than fifteen 
(15) years extensive experience in accounting system such Manufacturing Company, Export, Hospitality, and a Non Government Organization in the Philippines and four (4) years in Dubai, UAE handling full set of accounts up to the finalization of financial reports, preparation of payroll, and handling PRO works, HR and Admin functions. 
· Excellent written & verbal communication skills. Highly trustworthy, discreet & ethical 
· Resourceful in the completion of projects, effective and multi-tasking. 
· Proficient in MS Office, MS Word, MS Excel, Tally, Peachtree, Quickbooks, and with knowledge of SAP FICO and email applications. 
· With knowledge of L/C processing and documentation 
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WORK EXPERIENCE:
COMPANY NAME
PERIOD COVERED
Prestige Stone LLC
April 21, 2014 – Present
Accountant
Line of Business: Trading of
Dubai, UAE
Marble & Granite Factory
White Horse Skaff Furniture & Curtains L.L.C
Sept.15, 2013 – Apr. 17, 2014
Accountant
Line of Business: Fabrics/curtains
Dubai, UAE
Buamim Marble and Granite Factory, LLC
July 10, 2012 – May 31, 2013
Accountant
Line of Business: Trading of
Dubai, UAE
Marble & Granite Factory
Eastern Technology Systems Co. W.L.L.
July 14, 2011 – May 31, 2012
Assistant Accountant
Line of Business: Trading of
Doha, Qatar
Communications
Cebu Furniture Industries Foundation, Inc.
Mar. 06, 2008 - Feb. 28, 2011
Finance / Bookkeeper
Line of Business: NGO
North Road, Jagobiao, Mandaue
City, Philippines
	St. Vincent General Hospital/CUDI
	Jan.16, 2007 - Mar. 03, 2008

	School & Gen. Accounting Staff
	Line of Business: Hospitality & School

	Jones Avenue, Cebu City, Philippines
	Education

	JUMBO PACIFIC INT’L
	May 27, 2005 – June 22, 2008

	Accountant
	Line of Business: Trading of

	M. Gotianuy Street, Cebu City
	Fashion Accessories

	Cebu, Philippines
	

	Wacky Garment Industry
	April 12, 1999–Feb- 2003

	Senior Bookkeeper
	Line of Business: Garment Industry

	Nasipit, Talamban, Cebu City, Philippines
	

	
	

	GENERAL DUTIES AND RESPONSIBILITIES:
	

	Accounts Experience:
	


· Expertise in Quickbooks for the all the modules such as Accounts Payable, 
Accounts Receivable, Cash Management, General Ledger and Inventory Modules and with Peachtree/Tally and SAP FICO. 
· Experienced in preparing monthly financials like Trial Balance, Profit & Loss, Balance Sheet. 
· Expertise in preparing of weekly Bank, Cash positions 
· Experienced in preparation of monthly Bank Reconciliation statement 
· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management 
· Well versed in preparation of department wise Monthly Collection Report. 
· Expertise in reconciliation of receivable & payables with their respective statements 
· Handling Admin & HR Functions. 
· Petty cash custodian 
· Payroll functions / timekeeping and WPS transactions 
· Prepare journal entries 
· Handles Inventory and LPO preparation 
· With knowledge for L/C processing and documentation 
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EDUCATIONAL ATTAINMENT:
COLLEGE:
· University of the Visayas 
Bachelor of Science in Accountancy Graduated: October 1998 
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Key Competencies:
· Attention to detail and accuracy, planning and organizing, scheduling and monitoring, communication skills, problem analysis and problem-solving skills, initiative, teamwork and confidentiality 
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ACHIEVEMENTS:
· SAP Financial & Controlling Modules 
Certificate of Completion 
Date: Nov. 14, 2015 to January 12, 2016 
· Real Estate Brokers Examination 
Rating : 75 % 
Date :  November 30, 1997 
· Civil Service Subprofessional Exam 
Rating : 80.28 % 
Date :  December 17, 1995 

PROFESSIONAL TRAININGS:
❖ Values Formation (Professionalism)
September 30, 2008 CFIF Building, Mandaue City, by NievelindaGrandea
❖ Transforming Mindsets Attitude & Practices Seminar Workshop
October 12, 2008, CFIF Bldg., Mandaue City, byJose Eduardo L. Cunanan
❖ Briefing with the Local Government Units (LGUs)
October 17, 2008, BIR Conference Hall, Archbishop Reyes Ave., Cebu City, by Mr. IpherTabañag, CPA
❖ Basic Safety and First Aid
November 15 2008, MaribagoBluewater Beach Resort, by Diones C. Tizon
of Emergency Care Cebu Institute
❖ Social Management System Orientation
November 24, 2008, Maribago Bluewater Beach Resort, by Ms. Catherine
Alvarado

PERSONAL INFORMATION:
	Date of Birth :
	December 06, 1973

	Status
	:
	Married

	Nationality
	:
	Filipino

	Visa Status
	:
	Resident Visa (Transferrable)


