 Jeorgie 

Jeorgie.369307@2freemail.com  
PROFESSIONAL SUMMARY
General Accountant,  with 14 years of diverse industry experience such as IT consultant company, Manufacturing, Trading, Food and Restaurants, Service Company, and Logistics. Capable of roles within the domain of Accounting, Financial Reporting, Audit, Internal Controls, Budgeting & Forecasting Business Modelling & Analysis, Project Evaluation, and ERP.

CAREER SNAPSHOT
· Chief Accountant (2013 to March 19, 2017)

IYCON FZ LLC / (IT Consultant Company)
Dubai, United Arab Emirates

· General Accountant (2009-2012)

BELLE FEMME GROUP / (Service, Trading, Food and Restaurants)

Dubai, United Arab Emirates

· Accounting Assistant -(Export Officer) (2006-2009)

PEPMACO MANUFACTURING CORPORATION

Makati City, Philippines 

· Accountant (2006)
PRIMEPOINT MANAGEMENT SERVICES

Makati City, Philippines 

· LACTO ASIA CORPORATION

(Solid Waste Management Company)

Paranaque City, Philippines

Accountant (2005-2006)

Junior External Auditor (2004-2005)

Accounting Staff – Receivable Assistant (2003-2004)

Accounting Staff – Disbursement Assistant (2002-2003)

COMPETENCES AND SKILLS
General Ledgers and Chart of Accounts Maintenance, Accounts Finalization, Year End Closing, Financial Statement Analysis, Reconcillation,  Accounts Receivable,  Accounts Payables,  Aging  Analysis, Payroll, fixed assets, Audit Reports, Internal Controls, Petty Cash Management. Proficient in Quickbooks, Peachtree, MS Office and fast learner if given an oppurtunity to learn other ERP’s

EDUCATION


1999-2002



Bachelor of Science in Accountancy






Rizal College of Taal






Taal, Batangas

   EXPERIENCE PROFILE
· Chief Accountant – (Jan 2013 to March 2017) / IYCON FZ LLC / IT Consultant Company)
a) Directly reporting to CFO and CEO.
b) Set up the financial books.

c) Prepare & maintains Financial Statements  (Balance Sheet, Income Statements),  
d) Responsible for accurate recording of monthly and annual closing of books.
e) Responsible for weekly and monthly financial reporting.
f) Functions cover from accounts to finalization and manage all financial related activities.

g) Facilitate external auditors to achieve the objectives of assurance engagement.

h) Manage Account Payables via timely payments to Suppliers, and keep a strong check and balance via Aging Analysis, receive invoices from suppliers, scrutinize for correctness, obtain necessary approval and prepare/check entries over expenses account.
i) Manage Accounts Receivables, make collections calls, and ensure effective bad debts recovery. Liaison with customers from time to time for invoice and payments reconciliation when required.
j) Responsible in monitoring timely invoicing per projects and timely collection from customers and ensure invoices are being prepared and dispatched on time and accepted by the customers. 

k) Handle Sales Finance role within the company, wherein the team is pushed to close deals from a point of view of how company can grow and move towards profitability on a monthly basis and tightly controlled project timeline.

l) Monitor the business cash flow to ensure adequate liquidity situations and timely collection from sales with balancing the credit risk with business objectives.
m) Prepare, enter and distribute general ledgers journal entries.

n) Reconcile monthly bank statements. 

o) Update depreciation schedule for the various fixed expenses, maintain the fixed asset register and ensure amortization of all prepaid expenses processed monthly
p) Prepare/Check monthly entries for Accrued Expenses against budget

q) Responsible for the proper presentation of annual financials.

r) Prepare monthly Payroll

s) Ensure filing of invoices as expense category 
t) Handles and support HR and administrative functions within the organizations.

u) Overall support towards contributing the organization.  

· General Accountant – (2009 to 2012) / BELLE FEMME GROUP / (Professional Service, Trading, Food and Restaurants)
a) Directly reporting  to Managing Director
b) Set up the financial books 

c) Maintain the day-to-day financial control of the service

d) In charge for  Cash Flows Preparation & Project Budget Costing

e) Prepare & maintains Financial Statements  (Balance Sheet, Income Statements)

f) Prepares monthly Payroll

g) Prepares, enters and distribute general ledgers journal entries.

h) Maintains the fixed asset register

i) Reconciles monthly bank statements. Controls daily deposits and cash balances

j) Prepares revenue analysis

k) Responsible for monthly & annual closing of books

l) Facilitate the external audit functions

m) Functions cover from accounts to finalization and manage all financial related activities.

n) Update depreciation schedule for the various fixed expenses 

o) Receive invoices from suppliers, scrutinize for correctness, obtain necessary approval and prepare/check entries over expenses account

p) Ensure filing of invoices as expense category 

q) Prepare/Check monthly entries for Accrued Expenses against budget

r) Ensure amortization of all prepaid expenses processed monthly

s) Responsible for the proper presentation of annual financials.

· Accounting Assistant -(Export Officer/Logistics Department) (2006-2009) / PEPMACO MANUFACTURING CORP.
a) Review and approves Purchase Orders of Local and Export Orders 
b) Analyze and review contracts for customers and approves before client Letter of Credit bank opening. 
c) Monitor all local and export order deliveries, delivered on time.
d) Responsible in booking arrangement.
e) Assign in all coordination with regards to export and local orders with banks and with clients. 
f) Assist all customers, either local or export for all inquiries and help them for documents they need in order to ship out their orders. 
g) Prepare export documents required for strict compliance by client through Letter of Credit issued by customer’s bank.
h) Prepare bank reconciliation. 
i)    Analyze and reconcile expenditure and revenue accounts.
j)     Prepare Sales Invoices and Aged Receivables report to monitor collections of various clients.
k) Prepare Cash Receipts, Sales Summary Report and communicate to clients for the collection of company receivables.
l)     Assign in the preparation of inbound & outbound inventories report, to assist the plant manager to compare report from warehouse and to double check the accuracy of report of inventory.
· Accountant -  (2006) /PRIMEPOINT MANAGEMENT SERVICES/ Makati City, Philippines 
a) Prepared and maintained Balance Sheet
b) Prepared monthly Profit & Loss Statements 
c) Analyzed Financial Statements
d) Provided timely and accurate financial information for statutory and management purposes
e) Participated in the review and analysis of expense and explain material variances
f) Handle Budgeting and Monitoring of Cash Position of the company.
g) Check and approves payroll out by the company for clients. 
h) Prepared the cash flow to date and cash flow projections
i) Managed the cash flow to ensure its projected collections and payables
j) Participated on cash flow decision makings
k) Responsible for safekeeping of ALL Financial records, contracts, and business permits
l) Reviewed & processed payroll for the whole company 
m) Conducted payroll orientation
n) Recommended and proposed improvement for existing company policies and procedures which will result in cost savings & improved productivity for the welfare of the whole organization
o) Monitored that company policies and accounting policies were observed for the whole accounting group
p) Responsible for compliance with tax regulations and provided heads-up to the Manager for any deviation from tax laws and reporting
q) Managed & coordinated with external annual audit & tax audit 
r) Responsible for the proper and correct payroll deductions to ensure that all government remittances were done for the whole group from Executive to Rank & file employees
s) Reported monthly, quarterly, and annual government remittances filing
t) Complies with other duties as assigned by Managing Director.
·  Accountant - (2005) LACTO ASIA CORPORATION(Solid Waste Management Company)
a) Prepared checks for all approved disbursement vouchers  
b) Monitored outstanding accounts to customers & suppliers
c) Prepared daily cash position report
d) Handled BANK and BIR TRANSACTIONS
e) Performed  monthly inventory and monitoring process
f) Handled timely processing of accounts payable
g) Monitored check for suppliers
h) Performed liaising task for all government & BIR transactions
i) Prepared monthly bank reconciliations
j) Prepared Financial Study for the Local Government Units (LGU) for solid waste proposal projects.
k) Responsible in the preparation of company payroll and monthly government remittance
l) Handle Budgeting and Monitoring of Cash Position of the company.
m) Complies with other duties as assigned by Managing Director.
·  Junior External Auditor (2004 -2005) LACTO ASIA CORPORATION(Solid Waste Management Company)
a) Assisted in the preparation of financial statements
b) Prepared initial audit findings to be checked by the head auditor

c) Analyzed the book of records

d) Reviewed company’s policy and set up of accounts

e) Monitored withholding tax transactions

·  Accounting Staff – Receivable Assistant (2003-2004) LACTO ASIA CORPORATION(Solid Waste Management Company)
a) Handled accounts receivable Coordinated with the Sales Team & Customer Service team for clients concern

b) Conducted inventory on monthly basis, respond to customer needs and concerns in a timely manner

c) Monitored collections were up to date and followed up clients payments

d) Handle Budgeting and Monitoring of Cash Position of the company.

e) Prepare Sales Invoices and Aged Receivables report to monitor collections of various clients. 

f) Prepare Cash Receipts, Sales Summary Report and communicate to clients for the collection of company receivables.

·  Accounting Staff – Disbursement Assistant (2002-2003)/ LACTO ASIA CORPORATION(Solid Waste Management Company) 
a) In charged for proper check releasing

b) Handled accounts payables

c) Monitor and prepares Aged Payables Report

d) Prepared JV entries

e) Handled BIR payment transactions

f) Maintained proper safekeeping of accounting documents and related transactions

g) Analyzed and review  of pre-audited claim, expenses and suppliers billings. 

h) Handled petty cash fund.
i) Prepared & processed check vouchers.
j) Handled input and output tax vat remittance for the company. 

k) Preparation and monitoring of aged accounts payable of the company.


