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Mary 
CPA                                             
Email: mary.147839@2freemail.com 

SUMMARY OF QUALIFICATIONS

· Passed the Certified Public Accountant licensure examination last October 2009.
· Relevant exposure to government offices and banking industry in the Philippines.
· Knowledgeable in accounting software such as SAP and Tally ERP 9.

· Excellent oral and written communication and social skills.

· Responsible, motivated and career-oriented individual.

· Organized, efficient, effective and able to multi-task various job requirements. 

PROFESSIONAL EXPERIENCES
Vibgyor International FZ LLC





May 1, 2017 – June 30, 2017

RAK Investment Authority Free Zone
P.O. No. 34632, Ras Al Khaimah,

United Arab Emirates

Accountant

Major duties and responsibilities:

· Relevant exposure to Tally ERP;
· Performs bank reconciliation from time to time;
· Performs minor audit functions such as verification of payment vouchers to invoices, audit of petty cash fund, verification of overtime payments made to factory workers, etc.
· Prepares cheque deposits to various bank;
· Prepared an excel file for detailed inventory report of all company’s stocks;
· Updated the company’s stock register book;
· Daily updating of the Bank Payment Voucher file for cleared issued cheques;
· Prepared an excel file for analyzing the cost of transportation and toll expenses;
· Review of petty cash fund liquidation and cash advances to top management and employees;
· Review of payroll and various deductions of factory staffs;
· Performs other tasks as may be assigned from time to time.
Public-Private Partnership Center of the Philippines (PPPCP)
Sept. 3, 2015 – April 30, 2017
8th Floor One Cyberpod, Eton Centris, EDSA cor.

Quezon Ave., Diliman, Quezon City 1100

Project Development and Monitoring Facility Service

Financial Management Division

Financial Analyst III

Major duties and responsibilities:

· Handles various government projects and monitors the status of each project financially;
· Processes payment related transactions to International Consultants through wire transfer;
· Regularly updates database for financial and technical information of the projects;
· Coordinates with different public and private entities concerning the various government projects;
· Prepares and updates monthly reports (e.g. Statement of Cash Flows (Peso and US Dollar), Schedule of Accounts Payable, List of Reimbursement of Transaction Advisory Fees, Schedule of Receivables from Implementing Agencies, etc.), for submission to higher authorities;
· Monthly reconciliation of bank accounts maintained with Landbank of the Philippines;
· Prepares replenishment of the Imprest Fund Account as may be necessary;

· Monitors relevant event/information relative to each project;
· Performs other task as may be assigned from time to time.
Philippine Retirement Authority (PRA)



Sept. 15, 2014 – Sept. 1, 2015   

Citibank Tower, Paseo De Roxas, Makati City








Admin & Finance Division
Accounting Staff
Development Bank of the Philippines (DBP)



May 16, 2011 – April 11, 2014
Quezon City Branch, Philippine Heart Center
Loans and Credit Analyst II

Philippine National Bank (PNB)
PNB Financial Center






Jan. 16, 2010 – May 06, 2011
Macapagal Boulevard, Pasay City

Cards Division

Records and Management Clerk
TRAININGS AND SEMINARS ATTENDED

· Training workshop on Republic Act 9184 and Its Revised Implementing Rules and Regulations - PPP Center Board Room, November 8, 2016

· Business Writing Seminar – PPPC Board Room, April 25,2016 and May 2, 2016

· Seminar and Convention Workshop conducted by AGAP – Aziza Paradise Hotel, Puerto Princesa City, Palawan, October 21-24, 2015

EDUCATION

Colegio De Dagupan (Formerly Computronix College)
Dagupan City, Pangasinan, Philippines

Bachelor of Science in Accountancy, April 2009

PROFESSIONAL QUALIFICATION

Certified Public Accountant

November 2009
AFFILIATIONS AND ORGANIZATIONS

Philippine Institute of Certified Public Accountants (PICPA), Member, Since 2009
Junior Philippine Institute of Accountants – Colegio De Dagupan Chapter, Secretary, 2008
PERSONAL DATA

Date of Birth
:
December 12, 1988
Place of Birth
:
Mangaldan, Pangasinan, Philippines
Gender

:
Female
Nationality
:
Filipino

Civil Status
:
Single
Age                      :
28 years old

______________________  
Mary 

