PACITA
PACITA.44067@2freemail.com 
_____________________________________________________________
CAREER OBJECTIVE:
To be part of a company which provide opportunity for advancement, continuous growth and development high standard of service for competency and quality of work, were I can practice my profession, share my skills and capabilities in some related field of work.   
DESIRED POSITION:
Accountant/Bookkeeper/Accounting Staff/Accounts Assistant/Receptionist
SUMMARY OF QUALIFICATIONS:
· Eleven years as Branch Accountant cum Bookkeeper of eight (8) store branches handling all computerized accounting cycles.
· Equipped with practical knowledge on Microsoft Application

· With experience in cashiering and actual audit functions

· Proficient in English in both oral and written communication

· Ability to work both independent and team environment
· Self motivated and willing to be trained

· Can work under pressure and willing to do overtime if necessary.

· Passed Career Service Professional Exam with a rating of 80.54% taken August 1995, Philippines

WORK EXPERIENCE:

ACCOUNTS ASSISTANT Cum RECEPTIONIST
GULF ENGINEERING & SUPPLY Ltd., (Architectural Glass Supplier)
Emaar Blg., Sheikh Zayed Road, Jebel Ali, Dubai, U.A.E

June 18, 2007–September 26, 2007
Duties and Responsibilities:

· Answer telephone calls

· Organize and maintain files

· Prepare sales report, project report, project list of sales man

· Prepare expense report, receipt voucher, transfer of payment  and journal vouchers entries

· Reconcile inventories

· Perform other related jobs

BRANCH ACCOUNTANT/BOOKKEEPER

EMCOR, Inc., (Selling Motorcycle, Home Appliances, Furniture, Computers)
Davao City, Philippines

September 1995-May 10, 2007

Duties and Responsibilities:

· Process replenishment of store funds and payment of bills.

· Prepare and encode Journal vouchers entries.

· Encode sales invoices, official receipts, receiving reports, transfer invoices 

· Generate and check the following books of accounts every month :

        - Purchase Book, Sales Book, Cash Receipt/Cash Disbursement Book.
· Reconcile Accounts Receivable, Inventories, Cash in Bank, Fixed Assets    
· Prepare monthly Trial Balance
· Train newly hired bookkeeper from Store branches and from Head Office 

· Received and segregate documents from store branches

· Answer queries of customers and employees from store branches

· Filing of all accounting documents

EDUCATIONAL ATTAINMENT:
   Bachelor of Science in Accountancy

   Ateneo de Davao University

   Davao City, Philippines

   Year 1995

ADDITIONAL TRAININGS:

· Microsoft Word , Digital Interface - Sept. 1996

· Internal Customer Service, JVR Training Center – July 1996

· Team Building Workshop, Davao City - February 2001

· Customer Service Plus, JVR Training Center - October 2005

· Fuji Xerox-Docu-Works/Docu-Share, JVR Training Center - March 2007

PERSONAL DETAILS:
Date of Birth

:
February 17, 1970

Place of Birth

:
Cotabato City, Philippines

Nationality

:
Filipino

Gender


:
Female

Status


:
Single

Height


:
5 ft.
Weight


:
45 kilos

Language Spoken
:
English, Filipino
Visa Status

:
On Visit

