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Curriculum Vitae of                         
DOREEN
DOREEN.74257@2freemail.com  

_________________________________________________________________________________
OBJECTIVES:
· To find a reputable & well-rounded company (who cares for their employee’s welfare) that brings out the best of their employees talent, skill and potential.
· To always strive for excellence in all my undertakings. Be efficient and effective at the workplace.

· To learn, explore and do more.

· To be trustworthy, reliable and independent.
WORK EXPERIENCES:
1)Accounting Assistant cum Cashier

BELHASA GLOBAL TOURISM & TRAVEL

September 21, 2008 – Present

OPERATIONAL BACKGROUND

BELHASA GLOBAL TOURISM & TRAVEL is a member of Saif Belhasa Group of 
Companies which has a staff strength of about 2000 employees.

The company offers a complete range of activities which includes International Airline bookings, hotels, and car rentals, besides an array of services.  

DUTIES & RESPONSIBILITIES:
· As an Accounting Assistant
· Assist the Chief of Account & Accountant for all the Accounting & Administrative papers.
· Check the Daily Sales Report.
· Do the BSP reconciliation for first fortnight & second fortnight.
· Do all budget airline reconciliation for first fortnight & second fortnight.
· Invoices all airline sales & holiday sales as per daily sales report.
· Allocation of Daily Cash Sales
· Reconcile supplier & customer accounts & general ledger accounts ensuring that all matching entries are offset.
· As a Cashier

· Prepare Daily Cash Position Report
· In-charge for the Petty Cash Fund Liquidations & Other Advances Subject to Liquidations
· In-charge for daily sales deposit.

· Making receipts & invoices
2) Accounting Assistant / Bookkeeper / Operation Staff / Taxation Staff / Payroll Staff
DAVAO ECB AGRI-VENTURES, INC.
October 1, 2003 – April 25, 2008
OPERATIONAL BACKGROUND

DAVAO ECB AGRI-VENTURES, INC., a corporation duly organized and existing under the laws of the Republic of the Philippines. With office address at 3/F, Rm.18, SJRDC Bldg., Insular Village, Lanang, Davao City represented by its Chairman/President, Mr. Esmeraldo C. Barriga.

1) Has an area of 120 Hectares fully planted with fresh Cavendish Banana along National Highway of Nabunturan, Compostela Valley (Northern part of Davao province in Mindanao, Philippines) with concrete roads.

2) The farm is operational and already producing boxes of high quality banana at an average of 9,000 boxes per week at 13.5 kgs. per box, delivered to Dole Philippines.

Presently, it has a marketing agreement contract with Stanfilco – a Division of Dole Philippines, Inc. 
DUTIES & RESPONSIBILITIES:
· As an Accounting Assistant / Bookkeeper
· Assist the President, VP of Admin. & Finance for all Administrative & Accounting papers

· Prepare Monthly Financial Statements (Trial Balance, Balance Sheet & Income Statement)

· Prepare Monthly Statement of Bank Reconciliation

· In-charge for Deposits, Withdrawals & Monitoring of Bank Balance
· Schedule Accounts for Payables
· Make Journal Vouchers for all Income & Other Receivables
· Prepare Daily Cash Position Report
· In-charge for all Cash & Checks Disbursement
· Prepare Monthly Cash & Receipts Disbursement
· Prepare Check Vouchers & Check payments for all Accounts Payable & Other Payments for signature of the approving officers.

· Categorize all Disbursement to its respective Bank, Account Titles & Account Numbers

· In-charge for the Petty Cash Fund Liquidations & Other Advances Subject to Liquidations
· Monitor all Advances of Land Owners, Officers & Employees
· In-charge for Company’s Loan

· Systematic filing and keeping of all Administrative & Accounting documents
· Other Administrative and Accounting Related Functions
· As An Operation Staff

· Make Daily Production Report Analysis

· Prepare Weekly Billing Report Summary

· Prepare Monthly Production Report
· Monitor Sales & Receivables and follow-up collections

· Prepare Summary of Sales & Collections

· Prepare Computation of Labor Subsidy & Theoretical Loss

· In-charge for the Computation & Payment of Management Share & Land Owner Share based on Converted Production

· Deposits Sales & Other Income to the Bank

· Set-up Periodic Sales Journal Entries

· Record Periodic General Journal Entries

· Other Operational Functions
· As a Taxation Staff

· Prepare Monthly Expanded Withholding Tax @ Source remitted to Bureau of Internal Revenue (BIR) (Form 1601-E)

· Assumes the responsibility of Computing & Preparing the Monthly Remittance Return of Income Taxes Withheld on Compensation (Form 1601-C)

· Prepare the Certificate of Compensation Payment/Tax Withheld (Form 2316) & Annual Income Tax Return (Form 1700)
· As a Payroll Staff

· Check the Daily Time Record of All Employees for Accurate Payroll Making

· Prepare Payroll of all Administrative Officers & Operational Employees

· Make Report of Payroll Overtime Analysis

· Do the releasing of Administrative Officers Salary
DEGREE OBTAINED:
· BACHELOR OF SCIENCE IN ACCOUNTANCY (BSA)

EDUCATIONAL BACKGROUND:
· TERTIARY

University of Mindanao (Main)


         1995 – 1999




Bolton St., Davao City

· SECONDARY
University of Mindanao (Main)


         1991 – 1995


Bolton St., Davao City

· ELEMENTARY
Del. Angel Salazar Jr. Memorial School

         1985 – 1991

San Jose, Antique

AFFILIATION & OTHER CITATION:
· Junior Philippine Institute of Accountants (JPIA)



- Member

· National Federation of Junior Phil. Institute of Accountants (NFJPIA)
- Member

SKILLS:
· Computer Literate (MS Word & Excel)
· Knowledge of Back Office Sales System (BOSS)

REFERENCES:
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