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CARILYN 
Email: carilyn.370040@2freemail.com 

Professional Summary ___________________________________________________________
Highly analytical, results-driven tax accounting specialist who works quickly and accurately under tight deadlines. Extensive knowledge of QNE, Microsoft Navition, MYOB, Quickbooks, Barcode Printer Program, Portable data collector or scanner, Finger print data collector and payroll system. Trustworthy as Finance & Admin Manager with over 14 years in financial statement preparation and general ledger activity. Detail-oriented Accountant with 14 years effectively maintaining accurate accounting information for large-scale financial organizations. Seasoned Tax Consultant with a track record of dependability and a reputation for integrity. Ambitious and self-motivated Tax Accountant with exceptional research and qualitative abilities. Fiscal budgeting and forecasting expert. Resourceful Accounting Professional excelling at designing efficient quality control procedures and maintaining sound internal controls. Team-oriented Accountant adept at creating clear and comprehensive financial reports to present to senior management, director and stockholders. Enjoys being part of a dynamic team. Trustworthy person focused on honoring company ethics and preserving confidentiality. Detail-oriented person who consistently exhibits sound judgment when scrutinizing complex financial documents.

Skills ____________________________________________________________________________
· Financial reporting specialist

· Fiscal budgeting knowledge

· Tax accounting specialization

· Corporate tax planning knowledge

· Accounting operations professional

· Cash flow analysis

· Superior attention to detail

· Account reconciliation specialist
· Accounting procedures consultant
· Advanced bookkeeping skills

· Self-motivated professional
· Budget analysis

· QuickBooks, Microsoft Navition, Peachtree, MYOB & QNE Financial Software, ERP (Enterprice Resource Planning) & Microsoft Office, Barcode printer and scanner, Biometrics and payroll software  expert

Work History ________________________________________________________________
05/2014 to 05/2017
  FINANCE & ADMIN MANAGER
Joymind International, Inc. dba JM Ocean Avenue
Unit 801 BTTC Center, Ortigas Ave. cor. Roosevelt Sts., Greenhills, San Juan, Manila, Philippines
I. Finance Manager
:Manage funds in such a manner as to maximize return on investment while minimizing risk, and while also ensuring that an adequate control structure is in place over the transfer and investment of funds. Furthermore engages in financial analysis in such areas as forecasting, budgeting, engaging in cost reduction analysis, and reviewing operational performance. 

· Management - Maintain a documented system of accounting policies and procedures. Manage outsourced functions
· Funds Management - Forecast cash flow positions, related borrowing needs, and available funds for investment. Ensure that sufficient funds are available to meet ongoing operational and capital investment requirements. Maintain banking relationships

· Budgeting - Manage the preparation of the company's budget. Report to management on variances from the established budget, and the reasons for those variances. Assist management in the formulation of its overall strategic direction

· Financial Analysis - Engage in ongoing cost reduction analyses in all areas of the company. Interpret the company's financial results to management and recommend improvement activities. Participate in target costing activities to create products that meeting predetermined price goals. Manage the capital budgeting process, based on constraint analysis and cash flow analysis. Create additional analyses and  reports as requested by management
II. Admin Manager
:Supports operations by supervising staff; planning, organizing, and implementing administrative systems. Oversea work done by Asst. Manager HR/Admin. Oversea status of application, renewal of FDA, BOC and other government agencies. Coordinate reports, data and records needed by HQ from PH branch regarding Admin/HR related matters, licenses issues, registration and other legal matters. Coordinate from HQ and external auditor all information and data needed for annual audit and other government agencies reportorial. Establish policies and procedures. Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs. Maintains professional and technical knowledge by attending educational workshops; benchmarking professional standards; reviewing professional publications; establishing personal networks. Contributes to team effort by accomplishing related results as needed.
09/2013 to 05/2014
 Asst. Finance & Accounting Manager

 RCD Land, Inc.

 Unit 210 EGI Condo, Roosevelt St. Corner P. Medina St. Brgy. Pio Del Pilar Makati City, Manila, Philippines
· Monitor daily cash collection, bank balances and available funds for more than 10 banks. Prepares weekly and monthly Accounts Receivable & Accounts Payable Aging. Prepares and present Weekly Finance Reports during Manager’s Weekly meeting. Prepare Monthly Financial Reports and schedules. Handles 3 Finance Staff. Coordinate reports, data and records need by external auditor for annual audit.
07/2011 to 08/2013 
Senior Accounting Supervisor – General Accounting & Taxation

 
PGU General Merchandise & Group of Companies (ARYSTA MARKETING,GESUND MARKETING,GREENTOP MARKETING, HILTON MARKETING, HOMESONIC APPLIANCE CENTER, I HOME ENTERPRISE, MICHIKAWA ENTERPRISES, ONKEN HOME KITCHEN ENTERPRISE, UNIVOX ENTERPRISES, REDTECH MANPOWER AGENCY) 

4TH Flr. Krisambet Bldg., Zobel Roxas Ave., Malate Manila, Philippines
I.Senior Accounting Supervisor (General Accounting) - Handles 15 Accounting staff. Handles more than 70 Office Clerk in different branches we have all over the Philippines. Oversee the daily operational issues of all the Accounting Staff assigned in the Head Office and all the Office Clerk assigned different branches that we have. Helps the Finance Manager in the administration of  new company policies and procedures, rules and regulations for the better control of all finance issues in the Head Office and branches. Checks the accuracy of the entries encoded by all Accounting Staff. Provide monthly schedules and analysis reports such as Cash Flow Statement, Bank Reconciliation, Depreciation Schedule, Insurance Amortization Schedule, Exchange gain or loss and others. Encode all the journal entries for payroll, depreciation, insurance amortization, exchange gain or loss and other adjusting entries. Bank Reconciliation of 15 bank accounts using the QNE database software. Reports directly to the Finance and Admin Manager.
II. Senior Accounting Supervisor (Tax)  -Handles 6 staff  who was assigned in the tax bookkeeping. Oversee the tax issues that arises from time to time in more than 60 branches that we have all over the Philippines. Handles 10 Tax Cases, Tax Mapping,  Local Government Audit (Municipal) and Bureau of Customs Audit thru compliance, compromise and communication with the assigned Revenue Officers, Municipal Treasurer and Bureau of Customs audit staff  that was assigned. Attends court hearings and conference with the Revenue Officers assigned with the Tax Cases that I handle. Advice the Finance Manager with the Tax issues that will affect the company in terms of compliance with the set rules and regulations, policies and procedure. Update the Finance Manager with the latest Revenue Issuance issued by the BIR. Prepare, monitor and oversee the business registration, renewal and retirement of branches and company that we have in Municipal permits, DTI and BIR. Prepares all the BIR returns. Administer the bookkeeping  procedure in compliance with the NIRC
03/2010 to 05/2011 
Senior Accountant / Finance & Admin

                                          PRIMEFRESH HARVEST, INCORPORATED & Group of Companies (METOLIUS VALLEY, INC., SPERATUS, INC.)
Unit 17-18 I Park Center, Amang Rodriguez Ave., Manggahan, Pasig City, Manila, Philippines
· Prepare, review and analyze monthly Financial Statements of the 3 companies and sent it thru email and synergy. Provide monthly schedules and analysis reports such as Cash Flow Statement, Margin Analysis, Bank Reconciliation, AP & AR Aging, and others. Measures all financial operations thru financial statements, expenses and request. Handles monthly budget of the 2 companies. Manage and train staff for various accounting task. Responsible in all aspects of bookkeeping and accounting duties utilizing MYOB software. Reconcile intercompany advances and expenses. In-charge with the overall costing of fresh mushroom from production, importation and exportation. Handles importation of fresh mushroom form Malaysia and Korea. Directly deals with bank on telegraphic transfer to Malaysia and Korea and other bank transactions such as confirmation of withdrawals & encashment, bills payments, deposits, etc. Helps in monitoring and collection of company's receivables. Administered bookkeeping, cash intake and reconciliation.
03/2006 to 02/2010       Junior Accountant 

  SCENTIMENTALS, INCORPORATED

  #309 Katipunan Ave., Loyola Heights, Q.C., Manila Philippines
· Responsible in all aspects of bookkeeping and accounting duties such as postings of general journal entries and general ledger, A/P and A/R utilizing Quickbooks software. Responsible for all data entries in all BIR books of Account. Provide data related to expenses, revenue, budget and financial performance. Provide quarterly summary of current financial status through collected information; prepared balance sheet, profit and loss statement, break even analysis and other reports from Quickbooks. Maintain accounting controls through preparation and recommendation of new and effective policies and procedures. Provide summary of records of SSS, PHIC, HDMF and withholding tax of personnel. Provide data needed for filling of annual municipal tax and company's income tax. Prepared annual inventory list for BIR and annual Alphalist. Carried out bank reconciliation activities and managed several client accounts independently. Handled accounts payable and accounts receivable and even preparation of vouchers and invoices. Prepared payments and wire transfers. Responsible in processing and payment of payroll and advances for all employees. Prepared weekly cash position for Finance/Purchasing Manager & Sales/Operations Manager. Prepared weekly cash flow for Finance Manager. Prepared inventory summary reports. Prepared regularly the quantity sold per Outlets for Purchasing Manager evaluation of most saleable items. Maintain and update ledger for all inventory transactions. Conduct unannounced audit of all assets of the company, of all items in every Outlets, and all items in Warehouse. Handled various auditing task and prepared reports on auditing activities. Made effective suggestions to improve internal controls which were implemented and duly appreciated. Assisted management in understanding various risks, errors in accounts and implemented software that helped to increase work efficiency. Investigated handling of various transactions and accounts to bring out inefficiencies and fraudulent activities. Prepared audit programs and repots for top management. Supervise accounting clerk in all his / her duties and responsibility. 
· Achievements: 

2007 Core Values Award
02/2003 to 03/2006 
Accountant / Purchasing Assistant / Operations Assistant


DANPAUL INDUSTRIES, INC.

#4 Regalado St., North Fairview, Quezon City

I. Accountant - Handles Accounts Payable/Receivables/Credit and Collections. Preparation of sales and service invoice. Financial Statement / Position and Statement of Accounts. Preparation of canvass sheet & purchasing slip, Purchase Order, Bank Reconciliation Statement. Bookkeeping of accounts. Collection activities. Audit report for Income vs. Expense on a per project basis. Handles petty cash fund from Cashier. Reports bank transaction and collections status to the President in the absence of Cashier. Payroll preparation on a weekly basis through computer
II. Purchasing Assistant - Receives and monitor all Materials Requisition Slip from concerned department. Canvass, coordinate and purchase all materials to be bought. Controls, monitors and records Stock Inventory of all materials bought. Sustains records of supplies. Maintains records of suppliers, contact person/s and contact numbers.
III. Operations Assistant - Notifies Operations Supervisor on readiness of materials, tools and equipment needed for the project. Handles Customer Care Services. Prepares and follow-up quotation for repairs and services, Daily Man-hours of all office and fields technician. Accomplishment reports and other pertinent documents needed for billing purposes. Coordinates with Operations Supervisor status of all works. Spot checking of on-going projects. Receives and records trouble calls and feedback from Technician. Controls and monitors daily work assignment of Technicians. Monitoring of work accomplishment report for other related works. Endorsement of all documents for billing to accounting department. Prepares, updates and submits weekly report of operations activities to the President
01/2001 to 07/2001      CP Finisher


 DUNKIN DONUTS - PARK SQUARE I, Makati City, Philippines 

· Engage in dealing with the customers especially to our senior citizen with their orders and billings. Involve in the monthly quorum with our Manager about company's problems and changes. Helps the supervisors in their product inventory during shift turnover.
· Achievements: 

· Increase the percentage rate in CSG evaluation on May 2001. 
· Model employee for the month of February to May 2001.

06/2000 to 11/2000      CP Finisher

             DUNKIN DONUTS - SM North Edsa, Quezon City
Education ________________________________________________________________
2002
                              Bachelor of Science Major in Accountancy 

                                     POLYTECHNIC UNIVERSITY OF THE PHILIPPINES  

 Teresa St., Sta. Mesa, Manila

Certification ___________________________________________________________________                         
01/2015
Big Picture Thinking
  


  Success Coach Never Stop Improving
09/2013
5S Of Good Housekeeping
  


  Department Of Trade And Industry - Philippine Trade Training Center
08/2013
Creating Value Through Effective Time Management

  


  Homesonic Appliance Center    
06/2013
               Tax Accountant 

  


  Emelino T. Maestro's National Tax Accountancy Center                 
04/2013
               A Tool To Cancel 2009, 2010, 2011 BIR ELA; BIR RMO 4-2013
  Emelino T. Maestro's National Tax Accountancy Center 

02/2013
               Tax Consultant
  Emelino T. Maestro's National Tax Accountancy Center 

05/2012
Work Life Balance Seminar & Team Building Workshop

  


  Shine JGNera Training Center
10/2008
Tax Workshop And Seminar In Republic Act No. 9504 "Withholding Tax And Income Tax Exemption For Minimum Wage Earners"
  


  Emelino T. Maestro's National Tax Accountancy Center 
07/2007
Seminar In Foundations Of Leadership Excellence Team 82

  Organizational Change Consultants International, Inc.
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