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AREAS OF STRENGTH
· Knowledgeable with Bank Reconciliation & Analysis of Account Payable Account

· Knowledgeable with Analysis of Freight revenue & Account Receivable Account

· Efficient in the Preparation of financial reports and analysis of financial statement

· Sufficient experience in general accounting, payroll computation, value added tax computation, foreign & freight tax computation, expanded & compensation withholding tax

· Daily Collection Report

· Billing Lead Time Report / Unbilled Lead Time Report

WORK EXPERIENCE
ABOITIZ TRANSPORT SYSTEM CORPORATION

Freight Revenue Accounting & Audit Specialist


May 1, 2006 to May 15, 2008
Job description:




· Responsible in adjustment & credit memo entry & journal entry for the current month

· Prepares reconciliation schedules (GL vs. SL balances), analyses & reports on all freight related accounts

· Conduct the credit investigation of the clients who are requesting account from the company

· Handles prior period adjustment for the account receivable account

· Coordinates with the bank regarding the collection of ATSC 

· Prepares the Collection Report

· Monitors the Post dated checks. Timely checks validity, completeness and accuracy of Tellers daily Collection Report & Reporting of discrepancies noted to the concerned personnel

· Handles Daily uploading of receipts 

· Prepares the Official Receipts for some transaction for Post dated checks

· Consolidation of nationwide reports for freight related receivables accounts

· Handles the Billing & Unbilled lead Time Report, analysis & computation. Coordinates to the branches of ATSC

· Handles audit of Cash – Cash Count 

NAUTILUS TANKER CORPORATION

Financial Analyst 1

September 15, 2005 to March 1, 2006

Job description:

· Responsible in general accounting from journalizing up to preparation of financial reports

· Prepare forecast on income & budget analysis

· Handle payroll computation including the sss, Phil health, hdmf remittances 

· Responsible for the monthly reports to the Bureau of Internal Revenue such as vat payable, expanded & compensation withholding tax & prepares the certificates for the remittances

“K” LINE (PHILIPPINES), INC. – AGENT OF KAWASAKI KISEN KAISHA, LTD.

Agency Commission Bookkeeper

March 1, 2005 to September 15, 2005

Job description:



· Responsible for monthly KPH Agency Commission

· Prepares Financial Highlights “Revenue portion” of Monthly Agency Commission to the Financial Statement

· Handles the consolidation of Monthly Saisan Report & Estimated/Actual report and coordinate variances between estimated and actual to be submitted to Tokyo, Japan.

· In charge of computation of freight & foreign income tax for outward transactions per vessel to be paid to Bureau of Internal Revenue & prepares the certificates 2551M

· Responsible for Finance administrative duties such as, leave forms, overtime, supplies, files management (storage/retrieval) and other administrative functions 

“K” LINE (PHILIPPINES), INC. – AGENT OF KAWASAKI KISEN KAISHA, LTD.

Bookkeeper 1

July 1, 2004 – March 1, 2005

Job description:

· In charge of bank reconciliation 

· Responsible in monitoring the cash balance by ensuring that the cash is sufficient enough to cover such payable & expenses which is due already. Prepares the Cash flow report.

· Assisted in investment of idle money in high yield instruments as the money market

· Prepares remittance of cash in bank over maintaining balance level of the principal accounts.

“K” LINE (PHILIPPINES), INC. – AGENT OF KAWASAKI KISEN KAISHA, LTD.

Bookkeeper
March 1, 2001 – July 1, 2004

Job description:

· Handles Payables processing, analysis & reconciliation of outstanding payables to various creditors.

· Responsible in analysis for the expanded withholding tax payable & prepare the certificates quarterly of various creditor

· In charge of scanning the k-line vouchers & supporting documents, Edits scanned files, Check the correctness and completeness of files, Maintains CD copies of scanned documents on Monthly basis to be submitted to Principal K-line Japan.

“K” LINE (PHILIPPINES), INC. – AGENT OF KAWASAKI KISEN KAISHA, LTD.

Accounting Clerk

January 16, 2001 to March 1, 2001

Job description:

· Responsible in scanning of K-line vouchers, official receipts, and supporting documents and other accounting forms

· Reconciliation of vendor afra Payables

SALCEDO, SANTOS & VASQUEZ LAW OFFICE

Office Staff

July 2000 – December 2000

Job description:

· Assisted in research work, researcher and typing of memoranda, filing of documents, etc.

LAND BANK OF THE PHILIPPINES, LEGAZPI CITY

On the job training – Practicum

· Handles clerical works which includes the recording of payments to the computer as deduction to the total amount still due. Filing of documents.

SEMINARS
· Time Management Seminar - March 12, 2008

· English 101 Seminar - March 3, 2008

· FOS Enhancement Training - Feb 28 to March 3, 2008

· Basic Excel - July 19, 2007

· Internal Control Training - Feb. 1-2, 2007

· Oracle Training - Sept 13 – 14, 2006

· Intro to Corporate Finance Training - Aug 22-23 , 2006

· VAT Seminar - May 27, 2006

· VAT Re-Examined - Ateneo Graduate School of Business - Oct. 25-26, 2005

· Continuing Education Program - Financial Accounting 1 - October 2004 to December 2004

· Tax Updates - Sept. 30, 2003

SKILLS
· Proficient in English, Filipino and Bikolano (oral and written)

· Proficient in Ms Word, Excel, PowerPoint, Dbase, QuickBooks, Fact System, scanner

· Proficient in Oracle Accounting System 11.1, FOS System 10G, Oracle Discoverer 

· Excellent interpersonal skills

EDUCATION BACKGROUND
1996 – 2000

Divine Word College of Legazpi, Legazpi City  




Bachelor of Science in Accountancy

1996 – 1992

St. Stephen’s Academy, Ligao City




Secondary Education

1987 – 1992

Ligao West Central Elementary School (Poblacion)




Elementary Education

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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