	Edmun – CPA/MBA
General Accountant / Accounts Supervisor Professional
E-mail: edmun.372494@2freemail.com  
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	Strengths & Skills

	· Accomplished CPA, MBA with 12+ years experience
· Accounts Receivables & Payable Management Skills
· Fiscal Planning, Budgeting and Forecasting Skills
· Astute in Reconciliation/Cash & Accounts Management
· Adhere to GAAP/IFRS accounting principles & practices
	· Expertise in General Accounting & Finance Management
· Financial Analysis/Month End Audit & MIS Reporting
· Taxation, CMA Preparation/Balance Sheet Preparation
· Financial Statements, Fund & Cash Flow Management 

· Astute with AX Dynamics, Tally & MS Office Application
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Master of Business Administration (M.B.A.) – Major Finance                                                                      2004 – 2007

Saint Louis College San Fernando City, La Union, Philippines
Bachelor of Science in Commerce (B.S. Com) – Major Accounting & Management                                 1986 – 1990
University of Saint Louis Tuguegarao City, Cagayan, Philippines
Certified Public Accountant (Registration # 0124118)
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Accounting Section Head – Universal Leaf Philippines Inc. – Tobacco Manufacturing
          Apr 2012 – Jul 2017

Accountant – Universal Leaf Philippines Inc. – Tobacco Manufacturing                  
                        Oct 2008 – Mar 2012

Administrative Officer – Universal Leaf Philippines Inc. – Tobacco Manufacturing                          Mar 2005 – Sep 2008
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· Gained 12+ years experience in the Philippines in domains of General Accountant / Head Section Department, Accounts Officer, General Administration and Clients Relations.
· Accomplished Certified Public Accountant, Master of Business Administration (M.B.A.) – Major Finance and Bachelor of Science in Commerce (B.S. Com) – Major Accounting & Management.
· Technically astute with AX Dynamics, Tally accounting software and MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Acquired comprehensive knowledge encompassing Financial Statements, Accounts Management, Fund/Cash Flow Management, Bank Reconciliation Statements, CMA Preparation, Balance Sheet, AP/AR, Taxation, Accounting Operations, Banking, Costing and Budgeting.  
· Contributed to present and previous companies in safeguarding finances by preparing accurate financial and accounting reports, ensuring reliability, worthiness moreover conformance with set policy and standards.

· Established accounting skills & attained proficiency in analyzing issues in the field of accounting & financial operations.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to continued business growth.
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General Accounting
· Accounting Functions – Perform accounting functions as assigned including, but not limited to book, reconcile and report in-force premium, direct written premium and loss fund balance, retro accrual, cash, cash applied to A/R, bad debt allowance and non-admitted A/R on a monthly basis as well as for any GAAP vs. STAT differences.
· Process vendor and supplier invoices in a timely manner, verifying accuracy, approvals & account coding in accordance with company policy. Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly.

· Reconcile Accounts Payable sub-ledger to General Ledger monthly, enter and reconcile cheques cashed to accounting software monthly and respond to vendor inquiries as required.
· Budget and Forecasting - Consolidation of monthly forecasting models and reporting thereon, participation in the annual budget process including consolidation and preparation of presentations.

· Cost Control & Reporting - Day to day overview and review of centrally managed costs and ownership of the internal recharge policy for costs, analysis and reporting of costs as part of the monthly reporting cycle.

· Credit Control and Debtor Ledger Maintenance - Manage weekly credit control of outstanding event deposits and post event service invoices on the Debtor’s ledger.

· Ledger Account Reconciliations - Perform periodic reconciliations of selected ledger accounts on a monthly or quarterly basis. Prepare monthly bank reconciliations for approval of the Director of Finance. Assist with annual budget preparation. 
· Receivables – Process all client or miscellaneous payments daily or as required to sub-ledger. Refer overdue accounts to Director of Finance for adjustments, write- off or collections.

· Payables – Pays vendors by monitoring discount opportunities. Verifying federal ID numbers, Scheduling and preparing checks. Resolving purchase order, contract, invoice, or payment discrepancies and documentation, ensuring credit is received for outstanding memos, issuing stop-payments or purchase order amendments.

· Reporting & Analysis – Adept at reviewing accounting records and other financial reports to assess accuracy, completeness, and conformance with company policies and applicable reporting standards.
· Assist with testing and receive final approval for system reports required for management, financial reporting, and general ledger reconciliations.
· Audits & Examinations – Provide backup with annual external audit and DOI (Digital Object Identifier) examination. Assist in preparing assigned schedules for the annual and interim audit.
· Banking/Cash Functions – Accountable for the maintenance of cash/bank book, creditors’ ledger, general ledger, trial balance and balance sheet. Document policies, procedures, and workflow for assigned areas of responsibility. 
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General Accountant / Head Section Department – Universal Leaf Philippines Inc. – Tobacco Manufacturing
          
· Achieved accounting operational objectives by contributing accounting information and recommendations to strategic plans and reviews, preparing and completing action plans, implementing production, productivity, quality, and customer-service standards, resolving problems, completing audits, identifying trends, determining system improvements and implementing change.

· Confirmed financial status by monitoring revenue and expenses coordinates the collection, consolidates, and evaluates financial data and prepares special reports.

· Planned, set up and administer accounting systems and prepare financial information for an individual, Department, Company or other organization as a whole.

· Accountable in preparing the Financial Statement of the Corporation (Income Statement/Balance Sheet/Cash Flow Statement).

· Prepared the taxes for government monthly. Audit financial transactions and document accounting control procedures.

· Formulated Journal Vouchers, Control Disbursements and Monitor Accounts Receivables, and Payables.
· Validated and approve entries of journal vouchers, manual request on cash advances made by accounting assistant into the system.

· Conducted month-end and year-end close process. Provide support, service, and advice all financial matters to the company's management.

· Implemented accounting systems and ensuring that all compliances are followed in all financial transactions.
· Prepared budget and ensure that budgetary targets are met. Recording transactions to General Ledger and maintain disbursement books/subsidiary expenses.

· Responsible for monthly Bank Reconciliation of respective bank accounts through Tally. Ensuring the proper booking of entries through monthly Bank Reconciliation of different bank accounts. Petty Cash Custodian.
Administrative Officer – Universal Leaf Philippines Inc. – Tobacco Manufacturing                          
· Managed and coordinate the activities of the General Admin units of the plant and supervises all of its personnel’s.
· Supervised the entire General Administration unit in the region. Prepared and submits regular reports.
· Oversee farm inputs and materials and fixed assets storage. Handle issuance, monitoring, and delivery.
· Managed and monitor all documents, i.e. registrations, insurance, etc. all in a proper order.

· Implemented control on egress of company property in any company premises through the issuance of gate/property pass in coordination with the Procurement and Shipping Section.

· Reported Accident/Incident to Insurance Broker and Assist Insurance Adjuster for the inspection of accident/incident of the properties of the Company.

· Facilitated renewal and issuance of the company license and permits for the operation of the Company.

· Effectively handle all processing of Insurance Claims/Progress Report on Accidents involving Property, Plant, and Equipment. Prepares budget and ensure that budgetary targets are met.
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· Ethical Interactions with Government Officials.
· Conducting Business under Foreign Corrupt Practices Act.
· Basic Occupational Safety and Health.
· Certificate of Completion (Fundamentals of Supervision).
· Defensive Driving Seminar with topics on Traffic Laws, Rules and Regulations Value/Ethics, Road Safety and Clean Air Act 1999 Defensive Driving Techniques and Road Courtesy and Discipline Scientific Motorcycling and Riding Techniques.
· Coaching Skills Seminar-Workshop.
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· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Knowledgeable with AX Dynamics and Tally accounting software.
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Nationality

:
Filipino
Date of Birth
:
02nd Dec 1968
Marital Status
:
Single
Visa Status
:
Visit Visa
Languages

:
Tagalog, English
Reference

:
Available upon request
Profile Synopsis ��





Versatile, Dynamic, and Goal-oriented professional equipped with 12+ year’s record of delivering key significant contributions towards companies’ continued business growth. Demonstrated competencies in various Accounting & Finance including but not limited to General Accounting, Financial Statements, Accounts Management, Fund/Cash Flow Management, Bank Reconciliation Statements, CMA Preparation, Balance Sheet, AP/AR, Taxation, Accounting Operations, Banking, Costing and Budgeting. Carried out reviews on payroll, income, expenditure, fixed assets and stocks complying with audit standards and GAAP; Possess ability to deliver stipulated tasks within the set time frame in a multicultural dynamic business environment. Very well adept with legal and regulatory environment along with the trends in foreign exchange; Result-oriented and effective team player with excellent planning, monitoring, critical thinking, attention to details, time management, analytical, coordination, communication, problem-solving, decision making & interpersonal skills. Seeks a challenging work profile where gained skills, experience, and industry knowledge will have a valuable impact.
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Key Achievements  ��
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Proven Job Role ��








Professional Development ��








I.T Proficiency  ��








Personal Details  ��













Page 1 of 3

[image: image12.emf] 

[image: image13.emf] 

[image: image14.emf] 

[image: image15.emf] 

[image: image16.emf] 

[image: image17.emf] 

[image: image18.emf] 

[image: image19.emf] 

