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MASS-SPECC COOPERATIVE DEVELOPMENT CENTER


                                                                                      Bookkeeper 
                                                                                                                                                     November 2009 – May 2010





· General bookkeeping tasks
UNIVERSAL STOREFRONT SERVICES CORP.                                                                                                              Accounting Staff 
                                                                                                                                                  August 2007 – August 2009




· Monitors income and expenses reported by each store

· Inputs every transaction and generates monthly income statement

· Assists every store personnel with every inquiry 

MINDANAO TIMBER CORPORATION                                                                                                                                      Accounting Staff             

July 2006 – February 2007





· Maintains payables, prepares vouchers and releases cheques

· Manages incoming and outgoing correspondence
· Processes bills of lading for imports
· Computes and releases weekly wages to production workers                 





�Email: � HYPERLINK "mailto:peaches.379976@2freemail.com" �peaches.379976@2freemail.com� 








Peaches 








PERSONAL PROFILE





A flexible, enthusiastic and competent person, who, always strives to achieve high standards in any undertaking 


Has gained a variety of accounting and administrative skills and can work effectively alone or as part of a team


Highly-motivated and adept at managing multiple and diverse tasks simultaneously and can handle pressure


 





CAREER HISTORY





SENIOR ACCOUNTANT�National Catering Co LLC �October 9, 2014 - Present�Work duties:


Reconciles cash receipts and receivables with sales and income data


Performs verification of accounts payable transactions ensuring accuracy and compliance with policies


Reviews supporting documentation and processes replenishments of petty cash funds


Completes monthly closing procedures by preparing and posting routine general ledger entries, on-document basis transactions and making adjustments as needed


Prepares accurate and timely financial reports including Profit & Loss Statements, Receivables Report, etc.


Prepares and analyzes the monthly budget and actual variance reports


Analyzes and reconciles specified balance sheet accounts on a regular basis


Performs other accounting functions such as assets accounting and payroll


Prepares audit schedules for external audit processors


Recommends changes in accounting procedures 
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HEAD OF TEACHING STAFF / REVIEW INSTRUCTOR�Bridge Education & Training Academy �2012 – September 2014�Work duties:


Prepares daily class schedules for every teaching staff  �
�
Evaluates enrolees and assigns books and teachers to new students�
�
Monitors the order and effectiveness of each class�
�
Checks monthly evaluations�
�
Handles review classes for TOEFL, TOEIC and IELTS
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PROFESSIONAL SKILLS


Attention to detail and accuracy�
�
Multi-tasking and efficiency�
�
Problem-solving skills�
�
Communication skills�
�
Ability to organize and prioritize tasks �
�
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KEY COMPETENCIES AND SKILLS





ACADEMIC QUALIFICATIONS





Graduate


Xavier University – Ateneo De Cagayan �BS Management Accounting                                                                                                                                                    June 2002 – March 2006���





REFERENCES 





Furnished upon request
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