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WORK EXPERIENCE

THE MAINTAINERS COMPANY
P.O. BOX 201325, DOHA, QATAR

The Company:     THE MAINTAINERS is an Operation & Maintenance company, established in 2007 to respond the needs of the demanding Qatari Maintenance market by providing comprehensive preventive and corrective maintenance packages for facilities ranging from single villas to compounds and high rise buildings.
SENIOR ACCOUNTANT – MAY 09, 2011 UP TO PRESENT
Accounts Department
Task: 
•Review all transaction prior to posting for all Accounts Payable & Receivables
•Check & reconcile vendor statements, research and correct discrepancies 
•Review all invoices for appropriate documentation and approval prior to payment
•Prepares Bank Documents & Letters for LC's and LG's Application & Amendment to bank

•Monitors & Prepare schedule for Active Bank Guarantees (Tender, LC’s, Adv. Payments & Performance Bonds    
•Review journal entries for company daily transactions before posting
•Prepares company daily cash flows & Liquidity Report 
•Prepares monthly schedule for fixed assets depreciation & prepaid accounts 
•Responsible in maintaining accuracy of general ledger accounts
•Review & Analysis monthly revenue, cost of sale, gross margin & overhead 

•Review of the trial balance 
•Assist with preparation of month-end financial statements, cash flow statements, budgets
•Assist with the preparation of other reports provided to management
•Assist with yearend audits   
•Perform other Duties assigned by Finance Manager
AFRINA TRADING & CONSTRUCTION COMPANY
P.O. BOX 23971, DOHA, QATAR
The Company:         A   Construction company awarded a major project in The Pearl-Qatar, the famous and most prestigious project in the country, where Afrina is building a unique 3 towers project in Porto Arabia, the first phase of The Pearl-Qatar.

ACCOUNTANT – MAY 13, 2006 UP TO MARCH 17, 2011
Accounts Department
Task: 
•Handles Accounts Payable & Receivables
•Review all invoices for appropriate documentation and approval prior to payment 
•Reconcile vendor statements, research and correct discrepancies 
•Prepares & monitors LC's and LG's   
•Prepares monthly bank reconciliation
•Prepares journal entries for company daily transactions
•Prepares monthly schedule for fixed assets depreciation & prepaid accounts 
•Responsible in general ledger

•Review of the trial balance
•Account analyses and reconciliations
•Assist with preparation of month-end financial statements, cash flow statements, budgets
•Assist with the preparation of other reports provided to management
•Assist with yearend audits   
•Perform other Duties assigned by Chief Accountant & Finance Manager

As a Payroll Accountant:
Task:
•Responsible in setting up the employee profile and salary package into the payroll system
•Prepare schedule for employees’ loans for payroll deductions
•Responsible in uploading data from the timesheet like regular hours, overtime & other pay into the payroll system
•Review of the payroll register
•Prepare schedule for salaries to be transferred to bank & those to be paid in cash
•Responsible in computing yearly employees vacation leave & end of service pay


ABV ROCK GROUP KB

P.O. BOX 89426, RIYADH 11682 
KINGDOM OF SAUDI ARABIA

The Company: 
A Swedish Construction Company acquired the project by the Saudi Strategic Storage Program engaged in constructing oil caverns.
ACCOUNTANT - OCTOBER 7, 2003 TO NOVEMBER 30, 2005

Treasury Section, Finance & Administration Department

Task:
· Prepares daily liquidity report & company cash flow
· Forecast daily company cash requirement

· Conduct daily placements for time deposit for Saudi riyals & US dollars
· Prepares monthly bank reconciliation for different currencies

· Prepares journal entries for different transaction

· Discuss & prepare monthly budget for various expenses to the treasurer
· Prepares money transfer orders & cheques payments for various supplier & contractors
· Prepares monthly status report for bank guarantees & letter of credit of suppliers & contractors

· Acts as a bank representative for the company & transact different bank transaction
· Also acts as a cashier responsible in disbursing cash statement & payment orders 

· Conduct daily cash count for the cashier accounted money

· Perform other duties assigned by the treasurer.
GREENWICH PIZZA CORPORATION
4/F JOLLIBEE CENTER, SAN MIGUEL AVENUE,

ORTIGAS CENTER, PASIG CITY

The Company: 
A Refreshment restaurant engaged in pizza and pasta foods with Filipino style.  With 200 stores operating around the Philippines.  It’s a subsidiary company of JOLLIBEE FOODS CORPORATION.

 STORE ACCOUNTANT 2 - MARCH 2000 TO SEPTEMBER 29, 2003

As a Financial Accountant: 

Task in Financial Aspect: 

· Prepares journal entries, accruals, and adjusting entries.

· Analyze income statements in comparative form, between last month & current month.

· Prepares and summarized reports on noted account variances.

· Discuss financial position of store to Store Management.

· Prepares Monthly Schedules of Accounts on the Trial Balance.

Task in Inventory Aspect:

· Check all commissary deliveries were properly charged to stores.

· Costing of stock transfer/return by the store to other store.

· Costing of month-end inventory report of the store for financial analysis.

· Check & Cost all inventories transfer from store with those with warehouse.

Task in Bank Reconciliation Aspect:

· Overseeing reconciliation of cash sales and sales report.

· Prepares monthly bank reconciliation report by reconciling the bank account per book account.

Task in Payroll Aspect:

· Compute payroll of store crew timecards & manager’s timesheet.

Other Duties:

· Conduct Store Audit- (Cash Count) for various store funds.

· Assisting my counterpart accountant’s to sales & payable.

· Assist the Operation Department for the store annual financial planning & forecasting of store Budget.

· Perform other duties assigned by the Comptroller and Store Accounting Manager.

STORE ACCOUNTANT 1 - SEPTEMBER 1998 TO March 2000


As an Account Payable Accountant:

· Responsible in Replenishing Petty Cash Funds of Stores.

· Ensure correctness of payable documents before payments.

· Responsible in Preparation of Account Payables Vouchers for Suppliers & Contractors.

· Ensure Store Funds are intact and not depleted.

· Process Store request for payment for they’re operating expenses.

· Monthly Schedule for Vat Remittances & Withholding Tax Certificates for Suppliers & Contractors.

· Set up journal entries for expenses incurred but not yet paid for financial analysis purposes. 

· Compute Payroll for Stores Manager & Crew.

ACCOUNTANT 1 – OCTOBER 10. 1997 TO SEPTEMBER 1998


Handle six (6) stores for general accounting:

· Check and prepare daily sales reports.

· Prepare accounts payable voucher and reconcile with invoices with charged back issue.

· Prepares monthly bank reconciliation report by reconciling with cash receipts.

· Prepares monthly financial statements reports with analysis

· Payroll for Store Crew & Managers

· Conduct Monthly Cash Store Audit

· Perform other Duties assigned by Comptroller & Store Accounting Manager. 

EDUCATIONAL BACKGROUND

College





Rizal Technological University







Bachelor of Science in Accountancy







April 11, 1997
High School




Quezon City Academy







1992

Elementary



Santo Niño Parochial School





1988


SEMINAR/TRAINING

Documentary Credit - UCP 600 Seminar                      2007 April 29
Doha, Qatar

7 Habits for Highly Effective People                           2001 September  

Manila, Philippines

Review & Update on Withholding  

& Value Added Taxes




1999 August

Manila, Philippines

Seminar Workshop on Independent

Audit Report and Statement of Cash Flows

1997 February

Manila, Philippines

Accounting for Leases Seminar


1996 October

Manila, Philippines
WORK RELATED SKILLS

Computer Literate in Microsoft xp Word, Excel & Power Point.
Knowledgeable in Different Accounting Software like (Oracle, UNIX, Sage Timberline / ERP & Peachtree), Driving (w/ a valid Qatar Driver’s License)

CHARACTER TRAITS

Dynamic, Service & Leadership –Oriented, Adaptable, Innovative, Energetic, Self Motivated,

Honest & Good on Verbal & Written Communication ability.

PERSONAL DATA

Birthday




24 December 1974

Place of Birth




Quezon City, Philippines
Status





Married

CHARACTER REFERENCES

Available upon request.

