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73627@gulfjobseekers.com 
Position applying for: Accountant / Accounting Assistant

​​​​​OBJECTIVE:                                                                           

To secure a challenging position with well establish organization where I could enhance my knowledge and ability.       

WORKING EXPERIENCE:                                                                           

TYREMART INCORPORATED

347 Ortigas Ave. Greenhills East. Mand. City, Philippines
POSITION: Bookkeeper/ Import Officer

June 16, 2005 – May 31, 2008

· Preparing Financial Statements
· Remitting monthly government remittances (SSS, Pag-ibig, Philhealth & Taxes )

· Managed financial departments with responsibility for Budgets, Forecasting, Accounts Payable and Receivable. 

· Ensured compliance with accounting deadlines. 

· Prepared company accounts and tax returns for audit.

· Prepared annual company accounts and reports.
· Performed general office duties and administrative tasks. 

· Prepared weekly confidential sales reports for presentation to management. 
· Managed the internal and external mail functions

· Received daily production and shipping plan; adjusted storage space so that excess can be stored in warehouse 

· Confirmed availability of items to be shipped by checking inventory records 

· Monitor the movement of merchandise entering and exiting warehouse 

· Conducted frequent partial physical inventory audits to verify accuracy of records 

· Maintained & restock inventory
· Placed order to restock merchandising & handled receiving of products

· Responsible for product costing

· Evaluate and control inventory movements
WRIGLEY Philippines, Inc. 

Brgy. Inarawan, Antipolo City, Philippines

POSITION: Payroll Master 

May 26, 2004 – March 31, 2005

· Managed all aspect of payroll, scheduling, reports, email

· Monthly Remittances of ( SSS, Pag-ibig, Philhealth, Taxes )

· Responsible for receiving and depositing cash

· Knowledge in General Journals/Ledger Accounting

· Responsible for performing various acctg. functions, including invoicing, disbursing,  preparing entries, balancing ledger and preparation various reports

· Responsible for product costing

· Coordinated monthly payroll function for 200+ employers
Hyundai Ortigas Inc. ( Cybercars Corp. )

#500 Edsa, Greenhills San Juan, Philippines

POSITION: Accounting Staff
December 3, 2001 – May 01, 2004

· Responsible for Bookkeeping such as Cash Disbursement Book, Purchase Journal and Journal Ledger

· Handle Accounts Receivable


· Handle Daily Sales Report
· Managed payroll, scheduling, reports, email
· Monthly Remittances of ( SSS, Pag-ibig, Philhealth, Taxes )

· Handle Credit and Collection
· Maintained client book & records
Phil. School of Business Administration

Aurora Blvd., Quezon City, Philippines

POSITION: Student Assistant 

November 2000 – January 2001
· Assist all student for enrollment
· Monitor the schedule of the student

EDUCATIONAL BACKGROUND:                                                                           

TERTIARY

Bachelor of Science in Accountancy



            1997-2001

Aurora Blvd., Quezon City, Philippines

Philippine School of Business Administration, QC

SECONDARY 







1993-1997
Holy Child Academy

Poblacion Bustos, Bulacan, Philippines

INTERMEDIATE 

Bustos Central Elementary School





1986-1993

Poblacion Bustos, Bulacan

SKILLS:                                                                                                             

Proficient in both Oral and Written Communication

Proficient with Microsoft Excel, Microsoft Word, Powerpoint & Internet
Background in MACOLA Accounting System
CAREER PROFILE: 
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems. 

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.  

· Highly trustworthy, discreet and ethical. 

· Resourceful in the completion of projects, effective at multi-tasking

PERSONAL DATA:                                                                                        

Birth Date

:
April 15, 1980

Civil Status

:
Single

Dialect


:
English / Tagalog
Citizenship

:
Filipino

Visa Status

:
Visit Visa
 �








