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 Jaycee, CPA
                                                Dubai, UAE

                                    Email Add:  jaycee.383874@2freemail.com 
SKILLS
Accounting software literate (Horizon, Peachtree, myob, tally, gl system)

Microsoft office literate (word, excel, powerpoint)
EXPERIENCE
Union Trading Company LLC,  Dubai UAE (subsidiary of Belhasa) - Senior Accountant
February 2015 - PRESENT
· petty cash custodian

· making the journal entries (sales, purchases, receivables, payables, etc)

· Making bank reconciliation

· Making financial reports

· Making letter of credits

· Making guarantees

· Prepare accruals, prepayment

· Prepare payroll

· Prepare provision gratuity and leave salary and air passage

· Prepare cash & check disbursement

· Prepare document for audit

· Making the Monthly Financial reports

· Making deposit, withdrawal and any transactions with the banks

· Monitoring retail and consignment inventory

· preparing sales invoices, debit note, credit note, delivery receipt, preparing sales growth chart

Golden Gulf Travel & Tourism LLC - Accountant
China imperial restaurant

Far East Management & consultancy, Deira dubai
JULY 2013 - FEB 2015
· Prepare monthly and yearly financial statement

· Prepare sales invoices

· Prepare cash & check disbursement
Forever Living Products FZE, DAFZA Dubai - Accountant
May 2010 - June 2013
· Prepare Daily Sales Cash Collection Report

· Prepare cash projection report

· Monitor daily sales, credit card collection

· Prepare and print checks

· Make daily petty cash vouchers

· Monitor daily Petty Cash Expenses

· Make bank reconciliation

· Make monthly bank spreadsheet

· Make receipts

· Receive non sales collection and deposit in the bank

· Handle petty expenses

· Do task of supervisor in case of vacation
Gonzales and Mata Audit & Accounting Firm, Philippines - Accountant and Auditor
April 2005 - March 2010

· Conduct audit & tax on monthly and yearly basis

· Prepare monthly and yearly financial statement

· Perform management consultancy services

· Compute reportorial requirements to government like VAT, annual income tax return etc

· Attend to client accounting problems
EDUCATION
AMA Online Computer University, Philippines - Masters in Business Administration
march  2017 - Present
CERTS ME , Dubai - Certified Bookkeeper, Registered cost Accountant, certified Accounting Technician
PICPA , Dubai- Certified Public Accountant
San Pedro College of Business Administration,  Philippines - BS Accountancy
march  2004
CERTIFICATION
Zabeel international institute of management & technology- Certified Logistics and Supply Chain Professional
Zabeel international institute of management & technology - Arabic language – preintermediate  level
Personal Profile
Nationality       : Filipino

Date of Birth    : February 7, 1983

Place of Birth   : San Juan Manila

Marital Status   : Single

Religion            : Roman Catholic

Visa status        : employment
