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GERLY 
                                    

Al Rigga, Dubai


 E-mail add: gerly-395846@gulfjobseeker.com 
	CAREER OBJECTIVE


To become a part and assume an exciting role in an industry to use and develop my skills and knowledge to benefit the organization and get an opportunity to work in a challenging working environment where I can perform my duties to the best of my abilities.

	EMPLOYMENT RECORD


Accounting Assistant
Imus City Cavite

November 2, 2018 – July 31, 2019

· Managing petty cash transactions, checking petty cash fund replenishment and prepare petty cash voucher

· Maintain and update general ledger and sales journal

· Reconciliation of direct debits and finance accounts.

· Auditing of monthly billing of gift certificate and coupon
· Reporting of monthly sales report

· Pays employees and compiles payroll information by managing payroll preparation, completing reports, maintaining records.
Accounting/Purchasing Staff
Bicutan Parañaque
JUNE 24 2015 – Oct. 25, 2018
· Costing/Landed cost for imported purchases with corresponding reports of summary of imported purchases using SAP system.
· Check petty cash fund replenishment and prepare petty cash voucher with costing including summary of vat paid from petty cash for VAT filing purposes.

· Monthly and yearly summary schedule of government reportorial requirement for contractual employees.

· Monitor employee mobile statement of account.

· Daily cost monitoring of sales order, collections, material purchases and labor spent per project in SAP system.
· Other task and reminders assigned from time to time.
· Choosing the suppliers that the company will deal with and maintaining the legal interaction with them.
· Using SAP collating purchase orders and purchase requisitions in order to order materials, goods and supplies local and import.
· Interact with the suppliers on a day to day basis.

Accounting Assistant
Bangkal Makati

MARCH 18 2013 – APRIL 30 2015
· SAP user on preparing sales invoice, delivery receipt, accounts payable voucher and checks.

· Knowledgeable on other functions on SAP. 
· Make weekly report of accounts receivables

· Filing of documents

· Prepare letter for the client and encoding of invoices

Accounting Staff

NOVEMBER27 2012 – MARCH 18 2013
· Preparing invoices and delivery receipt
· Follow up collection and accounts receivables
· Ensures that all deadlines are met in accordance with the closing dates set by management.
· Processing accounts payable and receivable

Coordinator

Hotel
Housekeeping Department
Alabang, Muntinlupa City

MARCH 7 2012 – NOVEMBER 15 2012
· Oversee the entire operation, prepare and secure materials and other accessories needed before and after production operation.

· Supervise and assign production staffs for continuous and harmonious operation. 

· Monitor quality issue ofmaterials and report to department.

· Prepare monthly billing and daily inventory of materials
Receptionist
Magallanes, Makati City

NOVEMBER 3 2010 – JULY 2 2011

· answer telephone, screen and direct calls 
· take and relay messages

· provide information to callers

· greet persons entering organization

· general administrative and clerical support

· prepare letters and documents

· receive and sort mail and deliveries

· tidy and maintain the reception area

Service Attendant/Cashier
The French Baker

SM City Manila

MARCH 29 2010 – SEPTEMBER 28 2010

Service Attendant/Cashier

Jollibee Food Corporation



Acacia Lane, Mandaluyong City
MAY 4 2007 – NOVEMBER 30 2007
Service Attendant/Cashier

Jollibee Food Corporation



Farmer’s Market Cubao,Quezon City
NOVEMBER 2005 – MARCH 2006
On-the Job Training

Island Cove Hotel and Leisure Park, Kawit Cavite City

Hotel Practicum

December 9, 2009 – January 27, 2010

Max’s Restaurant, SM City Sta.Mesa

Restaurant Practicum

November 2007 – January 2008
	EDUCATION


TERTIARY:
  Bachelor of Science in Hotel and Restaurant Management

  Polytechnic University of the Philippines

  Sta. Mesa, Manila 


  Conclusive Dates, 2006 - 2010
SECONDARY:   
 Joseph Marello Institute

  San Juan Batangas

  Conclusive Dates, 2000 - 2004
ELEMENTARY:  
Poctol Elementary School


Poctol, San Juan, Batangas


Conclusive Dates, 1994 – 2000
	PERSONAL INFORMATION




Age


: 
31 years old



Civil Status

: 
Married



Religion


: 
Roman Catholic



Nationality

: 
Filipino



Dialect Spoken

: 
Tagalog, English



Date of Birth

: 
August 17, 1987
