[image: image2.jpg]





	Maribeth 

	

	Holding a degree of  Bachelor of Science in Business Administration Major in Management from a reputable University in the Philippines with more than 6 years of proven work experience in the field of Accounting and Secretarial Jobs. Equipped with the required knowledge and skills combined with rich experiences gained from reputable companies, hence, astute in accounts receivables, accounts payables and even secretarial task of thebusiness enterprise. Demonstrated strong competencies in receivables, payables and secretarial activities and cantackle the job within time frame. 



	Strengths
	

	· Highly qualified & Gulf- experienced 
	· Can work under time pressure and time frames

	· Have worked in UAE and in the Philippines
	· Rich exposure in my chosen field of specialty and Sales

	· Have extensive experience in Accounting Assistant, Secretarial and Sales
	· Can operate accounting programs

	

	SKILLS (Knowledgeable in accounting software such as)

	

	· Peachtree – setting up new company, chart of accounts, entering transactions and generating  reports
· Quickbooks – setting up new company, chart of accounts, entering transactions and generating reports
· Microsoft Word – very essential in both accounting and secretarial reportorial requirements like memos, business letters and other business correspondences.    

· Power Point – Very useful in report presentation most specially slides and other essential reports.

· Organizing, Strong in Communication Skills, Leadership, Adaptability


	

	
	

	ACHIEVEMENTS  and   AREAS OF EXPERTISE

	

	· Secretary/Assistant Accountant
 Mideast LLC   Abu-Dhabi, UAE    Dec. 2013 – Aug. 2015
I am responsible for  daily reports required, to remind the schedule, appointments or meeting of GM, Entertain phone calls, taking notes for important information, transferring phone calls to the concern person, responsible for organizing and filing documents, maintain a variety of file, office files and records in an orderly manner, forwarding correspondence to PM, QS coordinating to site people to follow up documents, checking invoices, issuing check to the suppliers. Documenting financial transactions and entering account information. Maintaining a variety of sub-contractors file, office files and records in an orderly manner. Maintaining department schedule by maintaining calendars for department personnel; arranging meetings
· Assistant Accountant/Secretary  
              Walk Through General Contracting LL  Abu-Dhabi, UAE   June 2008–Aug 2011
As accounts payable assistant, I am responsible for the review of invoices and ascertain that all information contained are accurate and a bonafide obligation of the company, maintain and reconcile vendor ledger balances and reconcile any noted differences, examine invoices and execute the necessary process and adjustments for noted variances that needs to be adjusted, prepare aging of accounts and monitor due date of payments in order to avoid any default in payments. Primarily responsible for subsidiary ledger maintenance, monitoring and reconciliation of accounts payable issuing check to the suppliers. Maintaining established accounting controls, policies and procedures. Reconciles financial discrepancies by collecting and analyzing account information.
I am responsible for  daily reports required, to remind the schedule, appointments or meeting of MD, Entertain phone calls, taking notes for important information, transferring phone calls to the concern person, responsible for organizing and filing documents, maintain a variety of file, office files and records in an orderly manner, preparing LPO, follow up inquiries and quotations, follow up delivery of materials, checking time sheets, checking petty cash, provide all other administrative and clerical tasks as requested.
· Receptionist / Office Clerk – 

   Land Bank of the Philippines     Aparri, Cagayan Valley, Philippines  Oct.2004 – March 2005
I am responsible for  daily reports required, to remind the schedule, appointments or meeting of MD, Entertain phone calls, taking notes for important information, transferring phone calls to the concern person, responsible for organizing and filing documents, maintain the files for the new account or opening accounts.
· Sales Executive 

JJ’s Marikina Shoes Wholesale & Retail  Aparri, Cagayan Valley, Philippines  May 2000– Aug 2004
As sales executive, listening to customer requirements and presenting appropriately to make a sale; maintaining and developing relationships with existing customers in person; negotiating on price, negotiate on delivery and specifications with buyers advising on forthcoming product developments and discussing special promotions; liaising with suppliers to check the progress of existing orders;  checking the quantities of goods on display and in stock; recording sales and order information; reviewing sales performance, aiming to meet or exceed targets or quotas.

· Volunteer / Caregiver

Blood Bank Redcorss volunteer  
Quezon City Chapter  Philippines  
 June 2005 – August 2007
Responsible for taking information about the patient, taking BP, monitoring the condition of the patient,checking blood type, giving firts aid if incase needed. 


	

	Educational Attainment  & Training


	· Bachelor of Science in Business Administration Major In Management

Lyceum of Aparri, Apari Cagayan Valley Philippines 
· Care giving 
Red cross Quezon City Chapter, Quezon City Philippines 


	June 2001- March 2005
June 2005– Feb.2006

	· Basic life support training, First Aid Training, Disaster Management Training
· Executive Secretary Exceptional Training
	March 2006
December 2009

	
	


	PERSONAL DETAILS 

	


Nationality: Filipino

Date of Birth: 04 September 1983
Marital Status: Single
Languages: English, Tagalog
Visa Status : Tourist Visa
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