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PROFESSIONAL SYNOPSIS


· 7 years as Accounting Assistant, Procurement and Secretarial experiences in the UAE

· 6 years experience in Administration, General Accounting, Payroll in Manufacturing Co. and Banking  Jobs in the Philippines

· Hold Bachelor Degree & Highly Proficient in MS Office Applications

· Have Experience in working as General Accounts in well known in Accounts Payable 

· Demonstrated ability to effective plan, coordinate and meet deadlines for Accounting

· Highly capable of successfully contributing to any work environment in the organization

· Work well independently and  as well as a motivating team member

· Have analytical, interpersonal and communication skills

· Solid exposure in contracting and manufacturing business firm to fully developed my professional career, detail-oriented, efficient and organized professional with strong analytical and problem solving skills, with the ability to make well thought out decisions. 
· Resourceful in the completion of projects, effective at multi-tasking and with strong communication and interpersonal skills and work autonomously.
SUMMARY OF WORK EXPERIENCE

Organization: Engineering LLC, Dubai
Designation: Accounting Assistant cum Purchaser cum Secretary     Tenure: May 2008 to March 2016
Duties & Responsibilities
· Liaise with bankers and insurers regarding financial transactions
· Review and analyze to ensure all documents are completely attached for payments processing
· Ensure compliance with accounting deadlines
· Analyze, review and reconcile accounting issues and recommend solutions
· Perform accounts payable functions for construction expenses
· Conducts and reports to management Monthly Petty Cash Count Audit and Cash Flow.
· Manage vendor accounts, generating weekly on demand cheque
· Manage financial departments with responsibility for Budgets, Forecasting, Payroll and Accounts Payable

· Participates in the month end closing and year end closing of books to Finance Manager

· Organizing/Filing of all documents received from internal & external organizations

· Liaise with people in the project site for the materials needed and receiving of Purchase Requisitions.
· Coordinating/Negotiating with supplier for Quotations and Enquiries.

· Preparing Purchase Order to be issued to Supplier.
· Perform general office duties and administrative tasks
· Monitoring of Materials consumption for every project 
· Maintain  and update the filing system of the company and keep safe confidential documents

· Receive / Release shipment from / to Courier/Forwarder

· Monitoring the fines for every vehicles of the company

· Receive enquiry from the prospective client to be quoted by the managing director. 

· Assign Project number for the new enquiry

· Preparing the tender document  given by managing director
· Preparing the material submittal documents and shop drawing submittal form

· Monitor the absences and leave of the people
Organization: Gunma Gohkin Philippines Corporation, Philippines
Designation: Bookkeeper





Tenure: April 2003 to March 2008
Duties & Responsibilities
· Prepare payroll of employees using Cetorn Payroll System

· Prepare Bank Reconciliation

· Computing the 13th month pay and Tax refund (deficiency) of resigned employees and monetized unused leave credit of regular employees for the current year

· Prepare reports for various agencies like BIR, SSS and PEZA.

· Recording of daily, weekly and monthly company transactions using SURE program 

· Assist the manager for preparing Financial Statement for the month

· Making the Journal Entry and General Ledger
· Making the details and information for monthly inventory 

· Making the schedule of monthly depreciation

· Preparing the Cash Flow Statement
· Cheques preparation up to payments (payable to suppliers, brokers & associates)

· Coordinate and Reconcile with various suppliers in regards to their semi-monthly billings
· Coordinate to different suppliers regarding the issued cheques
· Responsible for daily bank transactions (deposits, withdrawals and LC documents)

· Dealing the overall workers with regards to their wages and benefits

· Handling of Petty Cash Fund for daily transaction

· Document controller / Filing of documents Summary of reports

· Assist, Check and receiving the materials of the import and export products.

· Making the documents for the import and export product for PEZA and Custom.
Organization: MGG Medical Clinic, Philippines

Designation: Accounting Assistant 




Tenure: April 2002 to April 2003
Duties & Responsibilities

· Maintained  and updated the filing system of the company and keep safe confidential documents

· Prepared delivery orders and acknowledge receipts for the outgoing documents.

· Cheques preparations (payable to suppliers, brokers & associates)

· Coordinating with various suppliers in regards to their semi-monthly billings (payable)

· Responsible for the counting of income for today.
· Responsible for daily bank transactions (deposits, withdrawals and LC documents)
· Dealing the overall accountability of workers with regards to their wages and benefits

· Document controller / Filing of documents Summary of reports

· Assist the patient for their Laboratory needs

· Assist the Med tech for the Laboratory Documents 

· Responsible for giving a number for the next patient

TECHNICAL SKILLS





: MS Excel, MS Word, MS Outlook, MS Power Point, 

 Windows 2003, 2010, Knowledgeable in Tally Software and ACONEX
PROFESSIONAL QUALIFICATION AND EDUCATION

Date Attended
University




Location  


2001


University of Batangas, Philippines

Batangas Philippines


Degree:

Bachelor of Science in Commerce


Major:


Accounting Management

Personal Profile 

Visa Status
: Tourist Visa
 




Nationality
: Filipino

Date Of Birth
: 02-03-1980





Marital Status
: Married[image: image3.jpg]
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