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Career Objective: 
Seeking a challenging and responsible roll in a well organized establishment, when there is an opportunity for potential development and growth.  To be self oriented, innovative and pursue a challenging career opportunity which would utilize my knowledge and experience in a professional environment.
            Skills:                                                                  
Cash flow control, MS Office Suites, Proficient in Microsoft Word, MS Outlook and Excel, Good performance for Keeping Record, office Data Management, Team Leader, Customer Support and Records Management.     
INTERMEDIATE COURSE:                         Tally ERP, Peach tree, QuickBooks and SAP FICO 
                                            (Learners Point EZ Way- Bur Dubai, UAE)
Work Experience:
Arkel International LLC: Finance Accounting Manager 
Leatherneck, Camp Bastion, Afghanistan 09372, April 17 2010 to July 25, 2014 
 Office 3014, Churchill Tower, Business Bay, Dubai UAE, July 26, 2014 to July 31, 2015
Duties and Responsibilities
· Auditing closing project Inventory/AR/AP/Expense Report/ Cash book

· Accounts Payable/Local/International Invoices

· Accounts Receivable/Monthly  Invoicing , RCC Government project/Retail Sales

· Auditing Reconciliation Accounts Payable Log and Inventory Log- Project closing

· Accurately record & coding the transaction in Daily basis

· Responsible for Daily Invoicing/Materials /Offices items and Others

· Responsible for Daily Journal Voucher/ daily /weekly/monthly

· Request Petty Cash in  monthly Basis to the Head office, If needed
· Maintaining the cash Register in accordance to the standard operating Procedures
· Prepares Billing Statement, International/ Local Customer
· Responsible for Financial Review to Justify Expenses & outgoing Income.
· Reconciled unpaid /Paid invoices to the vendors

· Responsible for Monthly Payroll

· Daily Cash book Balances outgoing and incoming payment
· Managing cash and overseeing cash purchases for all utility items

· Petty Cash Custodian/Cash flow Projection
· Full responsible for Financial & recording dated related in Cash

· Handling all Finance/accounting functions independently from preparing, posting,Journal entries up to Finalization

· Proficiency in Analyzing & finalization of complete accounts
· Answer Client Queries, all transaction related for Business

· Spots Audits on cash management

· Handling   DJV report  from  other site of  Project

· Reconciliation  Bank Statement - Debit Advice / Credit Advice
· Administration/ Monitoring Accrued Leave R & R Balances /Monthly Census/ Prepared Company Contract for New hire and Rehire Personnel

· Personnel compliments such as Payrolls, & administration , reimbursement expenses

· Timesheet: Responsible for daily attendance staffs for monthly back up payroll.
· Responsible for  Purchase Order and deliver to Customer

Supreme Support Services GmbH: Finance Accounts Supervisor

Kabul Afghanistan, October 2009 to January 2010
Duties and Responsibilities

· Checking of monthly billings  submitted by  each department & follow to invoiced

· To create, keep and oversee all kinds of invoices dealing with unpaid business contracts 

· Review and check all Cashbook Transaction using the proper GL code
· To review 3S Customer invoices for Accuracy.

· Responsible of Accounts Receivable/ Accounts Payable transaction
· Prepare Monthly Accrual Report for Technical Services

· Provide GL code for International  Pre-payments invoices for payment
· Prepare monthly Cost Allocation for invoices/AR

· Prepare Revenue Statement/Sales Flash Report

· Reconciled  Unpaid/Paid invoices for all Supplier / Customer daily and weekly basis
· Responsible for monthly sales Revenue for customer

· Responsible for monthly report cash/ Various Site
Supreme Support Services GmbH: Senior Accounts Payable/Accounts Receivable
Kabul Afghanistan, March 2008 to September 2009

Duties and Responsibilities
· Petty cash custodian

· Monitoring and updating cash book 

· Prepare weekly cash book reconciliation

· Prepare monthly Phone card and distributing& extra phone card for employees
· Prepare monthly CIC (international)& Local payment Distributing
· Prepare any reimbursement expenses by employees

· Received invoices  from customer & send for payment to Dubai

· Prepare Purchase Order for invoices

· Prepare daily cash payment voucher/ Updating Cash advances for all purchases

· Reporting Cashbook/ KAB/MES/PEK/KAF- weekly Basis& monthly Basis

Supreme Support Services/ FUEL:  Accounts Payables Administrator
Kabul Afghanistan, April 01 2007 – Feb 2008
Duties and Responsibilities

·   Responsible for Purchase Order for any supplier( Related Fuel only)

·    Responsible for  monthly invoicing to customers ( Fuel)

·    In-charge for Accounts Payable( FUEL)

·   Monitoring daily transaction, Accounts Payable, thru bank Payments 

·   Responsible for Accounts Receivable( Related  Fuels)

·   Updating  unpaid  account of supplier & provide reconciliation

·   Handling the Buroware System/AX for Purchase Order and Customers Invoicing)

·   Prepare any reimbursement submitted by employees

·   Scanning and maintaining soft copies of all important SSS and Fuel Department

·   Received invoices from Supplier/Local and international invoices and Send for payment

Supreme Retail Services: Inventory Assistant

January 21 2007 to March 31 2007(Kabul Afghanistan)

Duties and Responsibilities

· Receiving  items from other country

· Monitoring daily items  stock  In and Out

· Updates weekly adjustment for stock in and Out

· Conduct stock monthly inventory

· Able to evaluate inventory at all items & control inventory movement

· Accountable on processing of data related to monthly PI & stock takes

· Responsible for maintaining an accurate & properly inventory of all items
LAND BANK of the PHILIPPINES: LBPSC Customer Associate 
Butuan City, Philippines, March 2004- Jan 15 2007

Duties and Responsibilities                                               
· Posting daily transaction Dollar Account to subsidiary ledger.

· Prepare bank Reconciliation statement on interbranch transactions.

· Trace GL/SL discrepancies

· Prepare Monthly Reconciliation Statement ( Peso Account)

· Secretary Assistant

· Trace ITCR/ ITDR discrepancies

· New Account Clerk ( Receiving all the Customers Inquires)
PARAMETRIC ENTERPRISES: Bookkeeper

Cagayan Branch

Cagayan de Oro City

1998-Feb-2004
PHILIPPINES COUNTRYSIDE RURAL BANK: Admin Assistant/Bookkeeper
Cagayan Branch

Cagayan de Oro City

1997-1998
LAND BANK of the PHILIPPINES: Training Accounts Assistance

Cagayan de Oro Branch
Cagayan de Oro City

1995-1997
              EDUCATIONAL BACKGROUND

COLLEGE GRADUATE:

LICEO DE CAGAYAN UNIVERSITY      (BACHELOR OF SCIENCE IN COMMERCE)
(Major in ACCOUNTING)ACCOUNTANCY

Cagayan De Oro City, Philippines, 1989-1994
I do hereby certify that the above information is true and correct with the best of my knowledge and belief. 

Sincerely yours,

GraceMarie C. Zambrano

