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	Career Objective


	· To pursue a career in management, accounting, finance and administration and work in a fast growth organization where I can contribute my knowledge and skills for the realization of company’s goals and objectives.


	SUMMARY OF QUALIFICATIONS
	· Broad knowledge of management and finance principles/practices with 25 years of experience in various fields of Management, Accounting and Administration
       Excellent Analytical Skills, Good Management and Leadership skills, Innovative,    

       Proactive, Participative Management


	OTHER SKILLS
	· Good Communication and Interpersonal Skills, Proficient in English
       Computer literate (MS Word, Excel, PowerPoint, Pacioli Accounting Software, Abacus & Amadeus Airline Reservation system)


	PROFESSIONAL EXPERIENCE and CAREER HISTORY
	· TRAVEL, INC.
An Transport Association  member travel agency
Complex, Lanang, Davao City, Phillippines  
Finance & Administrative Manager                                   - October 2001 to April 5, 2008
Reports to the General Manager/Owner 

DUTIES AND RESPONSIBILITIES:
· Manages accounting functions and responsible for the preparation of financial statements, balance sheet, income statement and cash flow including variance analysis and financial ratios
· Manages cash, control funds, monitors daily cash position and monthly aging of accounts receivable, check bank/cash on hand reconciliation
· Prepares annual budget/forecast, formulates policies and procedures
· Supervise accounting staff in recording of accounting transactions/check journals 
· Implement internal control systems including cost control measures
· Approves payroll computation, monitor cash advances, check withholding tax returns, sales and income tax returns
· Maintain general ledgers and subsidiary ledgers for accounts receivables/payables
· Custodian inventory of airline tickets (domestic and international)
· Review weekly/monthly sales reports to International Air Transport Assn including computation of refunds for domestic and international tickets

· Check lapsing schedule/prepaid expenses schedule
· Monitor/control credit and collection
· Human resources management/performance appraisal
Chief Accountant      (promoted)                         - September 1994 to October 2001
Reports to the Branch Manager

· Preparation of monthly financial reports and comparative financial statements
· Preparation of annual budget
· Maintain general ledgers/subsidiary ledgers of receivable, advances, payables and other expense accounts. 
· Preparation of monthly/quarterly income tax returns/vat returns
· Implemented effective accounting control procedures in the accounting of airline tickets that deter fraud
· Checking payroll computation, SSS remittances, withholding taxes, and other disbursements
· Preparation of monthly cash on hand and bank reconciliation
· Reconciliation due/to from accounts and affiliated companies
· Monitor advances to officers and employees
· Prepares lapsing schedule of fixed assets and prepaid expenses
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	· BROKENSHIRE COLLEGE
Part time College Professor                                - June 2001 to March 2002 
· Taught higher accounting subjects like Financial Accounting, Auditing and Management Accounting
· DAVAO MOTOR SALES COMPANY
Automotive Car Dealer
Damosa Complex, Lanang, Davao City, Philippines 
Accounting Supervisor                                        - February 1994 to September 1994
Reports to the Finance Manager
DUTIES AND RESPONSIBILITIES:

· Preparation of monthly financial reports and comparative financial statements and budget variance analysis

· Maintain general ledgers/subsidiary ledgers
· Preparation of monthly/quarterly income tax returns/vat returns
· Preparation of monthly cash on hand and bank reconciliation
· Reconciliation of due to/from affiliated companies
· DAVAO AGRICULTURAL VENTURES CORPORATION
Exporter of Fresh Pineapple to Japan-An agricultural company
Damosa Complex, Lanang, Davao City, Philippines
Accounting Supervisor                                        - May 1984 to February 1994
Reports to the Finance Manager  
DUTIES AND RESPONSIBILITIES:

· Supervise 16 accounting staff  in the preparation of  payroll of 700 farms workers and 116 office staff

· Supervise recording of accounting transactions; maintenance of subsidiary, general ledgers and stock cards for materials and supplies inventory
· Cash on Hand and In Bank reconciliation
· Filing of  Income Tax/Vat returns
· Lapsing schedule of Fixed Assets
· Preparation of monthly Financial Reports
· Monitor inward dollar remittance of sales

· NATIONAL TELECOMMUNICATION COMMISSION
An A government entity regulating telecommunications in the Philippines
Ecoland Subdivision, Davao City , Philippines
Cash Clerk                                                            - December 1982 to May 1984
Reports to the Regional Director
DUTIES AND RESPONSIBILITIES:

· Receive payments for license fee
· Prepare deposit slips and make deposits to the bank
· Disburse payroll and other expenses of the Region
· Prepare reimbursement summary
· L.C. DIAZ & COMPANY ACCOUNTING and AUDITING OFFICE
An auditing firm with main office in Manila
Davao City , Philippines

Auditor                                                                   - May 1982 to December 1982
DUTIES AND RESPONSIBILITIES:

· Preparation of audit plan and procedures
· Perform financial audit e.g. cash count, accounts receivable/payable confirmation, inventory count, etc.


	EDUCATION
	· Master of Business Administrator
UNIVERSITY OF SOUTHEASTERN PHILIPPINES 

Obrero, Davao City, Philippines

Oct 1996 to March 2001

· Bachelor of Science in Commerce Major in Accounting

RIZAL MEMORIAL COLLEGES
Magallanes, Davao City, Philippines

June 1978 to March 1982


	EXAMINATION(S) PASSED
	· Certified Public Accountant License no. 60077                  Date: July 1984
· Career Service professional Exam                                       Date: Nov 1983
· Career Service Sub-professional Exam                               Date: July 1982


	TRAININGS/
SEMINARS ATTENDED


	· International Accounting Standards                                         Jan 27-28, 2006

Conducted by Philippine Institute of Certified Public Accountants
· A Comprehensive Look at Value Added Tax As amended
Sep 9, 2005
Conducted by: SGV & Co.
· International Financial Reporting System                                 Aug 26-27, 2004

Conducted by SGV & Co. 

A member practice of Ernst & Young Global                         

· Travel Agency Management Course



Jul 7-11, 2003
Conducted by: International Air Transport Assn
· The Mandatory Computerized Annualization of  Tax Withheld

on Compensation Income

Conducted by : NPR Center for Management Studies            Sep 4, 1999
.


	PROFESSIONAL, SOCIAL and CHARITABLE ORGANIZATIONS MEMBERSHIPS and AFFILIATION

	· Philippine Institute of Certified Public Accountants
· Brotherhood of Christian Businessmen & Professional

	PERSONAL INFORMATION


	· Status                 :    Married with 4 children
· Nationality          :    Filipino

· Religion              :    Roman Catholic

· Height                 :    5’2”

· Weight                :    53 kls
· Availability          :    immediate hiring


	PERSONAL REFERENCES
	Available upon request
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