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	To indulge myself in a career where I can utilize all the knowledge and skills I have acquired.


EDUCATION:
	BACHELOR OF SCIENCE IN ACCOUNTANCY
	APRIL 1999

	Tarlac State University- Philippines
	


WORKING EXPERIENCE:

	MARKETING AND CONSULTANCY-is one the best known distributor companies in Dubai which deals with medicines.
	Dec.2008-
Present

	ACCOUNTS ASSISTANT
· To record business transaction, posted to general and subsidiary ledger using TALLY/Peachtree System.
· Reconciliation of Accounts Payable and Payments to supplier.
· Preparation of Payments to suppliers.
· Reconciliation of Accounts Receivable and Collections from customers.
· To provide management current account balance information, financial statement to support decision making.
	


	SPINNEYS DUBAI LLC- is one of the best known companies in Dubai with a leading position in both retailing and wholesaling of consumer goods.


	June2007- Dec. 2008



	ADMINISTRATIVE ASSISTANT

· To do LPO for Local and Warehouse Orders using SAP System

· To do Add to Stock-MIGO and MIRO daily for local suppliers and warehouse.

· To do weekly wastage and consumption claims, shop use wastage etc.

· To do Branch Transfer Out Documents, Return to Supplier and Inter-department Transfers.

· To update shelf edges on a daily basis and weighing scale for price change

· To do order sheet printing and warehouse ordering for both cold

and dry stores

· To do Branch Transfer Out Documents, Return to Supplier and Inter-department Transfers.

· To update shelf edges on a daily basis and weighing scale for price change

· To do order sheet printing and warehouse ordering for both cold

and dry stores


	


	K SERVICO TRADE, INC. – is one of the leading companies in the Philippines which deals in Motorcycle, Appliances, Furniture, Parts and Service.

	
	ACCOUNTS ASSISTANT cum CASH CUSTODIAN

· Receives and records cash/check payments from customer

· Prepares daily cash collection report and deposits daily collection

· In-charge in the disbursement of petty and major expenses

· Prepares cash advances for petty and major expenses

· Records daily cash receipts and sales

· Posting to special book of accounts (Purchase, Disbursement book etc.)

· In-charge in payment of Quarterly Business Tax

· Officer in Charge in the absence of Branch Manager

· Key officer

· Preparation and submission of weekly and monthly report regarding  sales, monitor sales everyday

· Responsible in settlement of accounts upon customers request

· Assisting with administrative duties

· Assisting, serving and attending customer needs

· Responsible for all arrangement in all aspects regarding operation

· Accepting telephone calls, queries and complaints

· Diarizing, scheduling and organizing the meetings

· Applying customer service a value and maintains the superior image achieved by the company through the year with continuous effort in providing outstanding product value to our customers by offering consistently superior services.
	

		
	HEAD OFFICE ACCOUNTS ASSISTANT                                                          
· Preparation of payments to suppliers

· Reconciliation of Accounts Payable to subsidiary ledger to general ledger

· Preparation of schedule of AP Trade

· Reconciliation to suppliers

· Posting of purchases and payments to subsidiary ledger

· Preparation of Woodel Insurance payments

· Follow-up purchase order and receiving report from different branches

· Reconciliation of purchases and payments

· Preparation of cash disbursement book
J

	

	
	Aug01

Feb.07
July 1999
Aug 2001

	SUMMARY OF QUALIFICATION

· Enthusiastic, proactive, dedicated, cooperative, flexible and committed to accomplish company’s target and goals.

· Possess a positive attitude, excellent communication, good organizational ability, time management skills, and priority setting ability, administration, problem solving, inter personal and computer skills. Holds a supportive nature and speaks Ilocano, Pampango, Tagalog ang English.

· Computer literate, MS Word, MS Excel, MS PowerPoint, Internet, Encoding, HTML

PERSONAL DATA:

Civil Status
:

Single

Nationality

:

Filipina

References
:

Available upon request
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