RUBY     CPA

Ruby.373165@2freemail.com 

CAREER OBJECTIVES

· To work for an organization that recognizes individual ability, talents and accomplishments. 

· To contribute to the growth and success of the company through my skills, knowledge and experience.
CREDENTIALS
Certified Public Accountant (CPA) – Philippines

Professional Regulation Commission License No. 
SUMMARY OF KEY SKILLS
· Use of Microsoft Dynamics NAV and SUN accounting system.

· Sufficient training and experience in Accounting of various industries such as food, educational and moving institutions.

· Can effectively communicate in English and Filipino.

· Advanced knowledge in Microsoft Office such as Excel and PowerPoint.

· Perform duties and responsibilities accurately, complete and on time and within guidelines, policies, legislatives and regulatory requirements of the institution.
PROFESSIONAL EXPERIENCE
Company:
Allied Relocation Services LLC

1001 One by Omniyat Business Bay Dubai, UAE

Dates:


November 20, 2016 – May 31, 2017
Position:

Accountant

Key Contributions:

· Posting of receipts in Sun system in reconciliation with AMOS for Allied UAE and Qatar.
· Preparation and computation of monthly commission workings for sales, pre-sales, customer service and business development personnel for Allied UAE and Qatar. 
· Ensures that commission computations are complete, accurate and valid in line with the different commission schemes. 

· Preparation of payable vouchers for Allied Qatar suppliers. Ensure that payments are complete, accurate, valid and in line with company procedures. Reconcile the supplier statement of accounts with company books record every payment run.
· Preparation and computation of monthly commission accrual for Allied UAE and Qatar. 
· Ensures that the computation is with a reasonable basis and monitors the difference with accrual records and actual payments. Posts to Sun accruals and reversals accordingly.
For SIRVA Relocation:

· Preparation of payable vouchers of third party payments. 
· Ensures that third party payments are complete, accurate and authorized. 
· Communicate with relocation consultants to seek approval from clients when payments are outside the contract period.
· Monitors third party payments and ensures that no payments are missed to avoid overdue balances and reconciles recurring fees to be charged to the client monthly.

· Preparation of invoices of the monthly payments made ensuring that invoices are complete and accurate.
·  Bills the client accordingly and monitor client payment collection according to agreed payment terms.
· Preparation of monthly Top 10% Consumers for the client based on the payments made.
·  Monitors deviation with payments and advice the concerned relocation consultant to inform client.
· Preparation of invoices for services made for the client. 
· Monitors that purchase orders are complete and accurate before invoicing. Also ensures that client codes are correct and complete according to the needs of the client. 
· Bill the client and follow through until collection of the said invoices.
· Preparation of weekly report for the relocation team of services not yet invoiced indicating the reasons why. Monitors feedback on the prepared report and act accordingly.
Company:
Davao Tuna Grill Fastfood Corporation  
San Antonio Village Pasig City, Philippines
Dates:


December 01, 2015 – August 20, 2016
Position:

Accounting Manager
Key Contributions:

· Supervision of Payroll Specialist
· Ensures correct and complete computation of payroll and withholding income tax
· Supervision of Payment Specialist
· Ensures correct and complete payments and withholding taxes on goods, services and rent
· Supervision of Compliance Specialist
· Ensures correct, complete and timely filing and payment of withholding taxes, VAT payments (Input and Output VAT) and annual income tax 
· Supervision of Sales Reporting and Cash flow Specialist
· Ensures correct and complete sales figures to be filed, correct cash, sales and expenses figures
· Preparation of Financial Statements for the company, per branch and per product.

· Coordinates with Tax and Audit Officer and Treasury Officer.

· Handling of accounting project assignments and reports status of the said projects.
· Provide consultancy on accounting matters for others companies owned by the owner.
Company:
Desserts Plus, Inc. 
Barangay Pinagkaisahan, Makati City Philippines

Dates:


February 24, 2012 – April15, 2014

Position:

Accounting Officer
Key Contributions:

· Checks Petty Cash Vouchers for replenishment 
· Checks Rental Vouchers and Rental Accrual 
· Checks Separation and Release Clearance Form and corresponding vouchers
· Checks Payroll Deductions 
· Checks Common Expenses Billing
· Checks Liquidation on Transportation Advances 
· Checks Trusts Placement Report 
· Checks Aging Report 
· Checks Ads and Promo Reports 
· Checks Loss and Breakage Report and Set-up
· Checks Accrual Entries 
· Checks monthly governmental payments 
· Checks VAT payments (Input and Output VAT)
· Checks BIR form 2307 (Certificate of Creditable Tax Withheld at Source) for suppliers.

· In charge of performance appraisal and disciplinary action enforcement on subordinates
Company:
National University – CEDCE 
Baguio – Bokawkan Road Baguio City Philippines

Dates:


March 9, 2010 – December 31, 2011

Position:

Accountant
Key Contributions:
· Preparation and compilation of financial reports on a monthly basis for presentation to management and government and statutory bodies including the following:

· Statement of Income and Expenses

· Statement of Financial Position

· Preparation of monthly bank reconciliations.

· In charge with receipts and prepares cash position report on a daily basis.

· In charge with petty cash fund.

· In charge with disbursements.

· Prepares schedule of accounts payable.

EDUCATION AND CREDENTIALS
College
Saint Louis University




Bachelor of Science in Accountancy (2003-2009)

A. Bonifacio St., Baguio City

Secondary

Pines City National High school 

Pinsao Annex (1999-2003)

Pinsao Pilot Project, Baguio City

PERSONAL DATA

Gender
:
Female


Civil Status
:
Single


Date of Birth:

August 07, 1986


Place of Birth:
Sadanga, Mt. Province Philippines

Nationality
:
Filipino

Driver’s License:
None
