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CAREER OBJECTIVE

Highly organized individual with strong interpersonal skills, seeking to secure a challenging and rewarding position in a development-oriented company where my combine skills and expertise are effectively utilized to their fullest potential and produce continual experience with growth opportunities.
JOB QUALIFICATIONS:

· Payroll Accountant, Accounts Payables, Accounts Receivables and General Accountant
PROFESSIONAL PROFILE
· With strong background in Banking, Construction and Consulting Industry

· Knowledgeable on various accounting systems such as Aggresso, Peachtree, Hybis Information, Quickbooks and Oracle ERP System.
· Knowledge of accounts payable, payroll, accounts receivable and application of computerized payroll etc.
· Highly proficient in computer applications such as Microsoft Excel and Word.

· Fluency in written and spoken English
· Pro active attitude and high level of accuracy

· Openness, Self discipline, Hardworking
· Customer-oriented, Honesty, Integrity 
EDUCATION & AFFILIATIONS
Bachelor of Science in Commerce Major in Accounting

Laguna College of Business and Arts, Philippines, 1985 - 1989

Certificate of Achievement from Informatics, Quickbooks, November 20, 2003


Member, Rotaract Club of Calamba 1985 – 1989

PERSONAL DETAILS
Nationality

:
Filipino

Visa Status

:
Employment Visa (Free Zone)
Marital Status

:
Married

Gender


:
Male
PROFESSIONAL EXPERIENCES
October 02, 2011 till to Date
Payroll Accountant/ Procurement
Duties and Responsibilities:
· Coordinate with HR Manager with regards to employee updates and payroll matters;

· Review the Monthly Utilization Report per task order;
· Prepare the payroll sheets of more than 300 employees and process the payment in the smartbusiness;

· Submit the summary of salaries/ wages expense of the expats, TCNs and LNs for accrual purposes;

· Maintaining payroll information by collecting, calculating and entering data.
· Updating payroll records and maintaining payroll files, employee updates, sick leave payments, benefit adjustments, assisting with payroll, overtime and bonus audits.

· Resolving payroll discrepancies by collecting and analyzing information.

· Providing payroll information by answering employee questions and requests.

· Maintain payroll operations by following company policies and procedures.
· Process staff loans re: rent/ furniture and maintain records.

· Reconcile the payroll to the General Ledger Accounts, maintaining accounts department deadlines.
· To update the insurance of both personnel and commercial general liability with regards to their outstanding payments and balances and submit thereof every end of the month; and

· To perform other related and administrative task that may be required to do so. 
March 30, 2008 - May 26, 2011

Payroll Accountant/ Accounts Payable
ILF Consulting Engineers Abu Dhabi

4th Floor Office 401 Al Ferdous Tower Al Salam Street

Abu Dhabi, United Arab Emirates
Duties and Responsibilities:
· The setting up of payroll processes thru Wages Protection system (WPS) for more than 900 staff.
· The maintenance and processing of information related to the employee’s payroll, based on the data obtained from HR department.

· Obtaining accurate information related to employee overtime, sick hours, holidays, annual leave, and other monthly payroll related to variable information.
· Managing leaves and unused leave payments.

· Controlling and preparing of salary additions / deductions in Oracle HRMS including overtime, allowances, personal calls, expense claims and school fees.
· Updating changes of positions, resignations, terminations, and leaves based on the information from HR department
· Generating and auditing monthly payroll registers, payment files and communication with HR department.

· Coordinating with the HR to process the monthly salary payments of the employees.

· Processing of monthly pay slips including the distribution to the employees.

· Preparation of monthly payroll control account reconciliations.

· Liaising with HR with regards to salary issues.
December 3, 2005 – February 28, 2008  



Accounts Payable – Accountant

Hyder Consulting Middle East Ltd. – Abu Dhabi

17th Floor Abu Dhabi Islamic Bank Building

Najda Street, Abu Dhabi, United Arab Emirates
Duties and Responsibilities:

· Maintain various supplier invoices. 

· Ensuring accurate reconciliation of all supplier accounts.

· Reconcile the purchase ledger of supplier/sub-consultant account.

· Prepares schedule of payment to supplier and paid on time.
· Get approval of invoices from respective Project Managers.
· Maintain schedule of Sub-Consultants pending invoices.

· Prepare water and electricity charge-out report, prepare general voucher for such charges and process for payment.  Check the monthly telephone/ mobile telephone bills; verify personal calls and advice Finance Division to deduct personal calls from individual accounts.

· Answer queries and providing advice on various accounting and payroll matters, preparing monthly expenditure variance reports, maintaining all related files and records.

Payroll Accountant
Hyder Consulting Middle East Ltd. – Abu Dhabi

Duties and Responsibilities:

· Maintain records of leave entitlement.

· Calculate leave payments.

· Prepare Final Settlement cheque/ bank transfer letter.

· Process staff loans re: rent/ furniture and maintain records.

· Calculate the temporary staff payments. 

· Reconcile monthly payroll.

· Prepare payroll summary and submit file to Main office.

· Prepare payment for permanent staff – leave and salaries.

· Replies/ Entertains staff queries re: personal accounts leave balance, payroll etc.

Purchaser

Hyder Consulting Middle East Ltd. – Abu Dhabi

Duties and Responsibilities:

· Receiving purchase requisition of items coming from main office and site office.

· Order of items re: stationeries, computer items, office improvements etc. to Supplier.

· Prepares Local Purchase Order (LPO) signed by authorized signatory.

· Conduct monthly inventory of stationery supplied in order to maintain files.

· Replies/ entertains supplier queries re: terms & conditions, price quotation, follow-up payments etc.

October 19, 2002 – November 15, 2005

Store Supervisor

Glemon General Merchandise

Crossing Calamba City, Laguna Philippines

Duties and Responsibilities:

· Supervise and coordinates sales staff and cashiers.

· Assign sales workers to duties and prepare work schedules.

· Authorize payments by check and the return of merchandise.

· Sell merchandise to customers.

· Resolve problems that arise, such as customer complaints and supply shortages.

· Maintain specified inventory and other merchandise.

· Prepare reports regarding sales volumes, merchandising and personal matters.

· Hire and train or arrange for the training of new sales staff.

January 02, 2000 – September 01, 2002




Payable/ Payroll Accountant
Al Hamra Oasis Villages Compound
Riyadh, Kingdom of Saudi Arabia

Duties and Responsibilities: 

· Review documents received from various companies within the Group ensure completeness in terms of approvals and adequacy of supporting.

· Process payments as per agreed timeliness in /service of Legal Agreements.
· Compile Accounting Schedules –For certain key accounts such as down payments, GRIR, One Time Miscellaneous Vendor etc.; maintain updated monthly schedules.  Highlight areas of slackness work closely GL accountant and provide necessary information / schedules.

· Vendor reconciliation – Ensure vendors are reconciled at least once a year. Besides reconciliation based on findings highlight areas that pose a risk to the business.

November 20, 1996 – December 20, 1999




General Accounting Bookkeeper/ Branch Accountant
Orient Bank – Philippines

Duties and Responsibilities:

· Updates all Books of Accounts.

· Maintain the bank’s server, which includes a) start up of server, b) typing of loan monitor, and c) monitoring of workstation connections.

· Review all accounting entries based on documents, in consonance with policies such as computation of interest.

· In the absence of Cashier, I am doing the job task.

· Other duties assigned by the Branch Manager.

April 27, 1993 – November 18, 1996



GL Bookkeeper

Union Bank of the Philippines – Cash Department
SSS Makati Building, Ayala Avenue Makati City Philippines

Duties and Responsibilities:

· Preparation of reports such as daily and weekly Account Subject to Reserve (ALCO), Statement of Condition, and monthly CASA ADB.

· Preparation of working paper adjustments and tickets on daily responding unit
· Series of inward clearing check (ICC) according to account number received from clearing.

· Preparation of tickets for returned items such as Inter-Department Account (IDA), debit advice, and regular ticket.

· Pull out un-posted transactions and invalid ICC from daily inward clearing check intended for posting as value-dated inward clearing check (VICC).

June 16, 1990 – April 25, 1993




Accounting Staff
Sta. Rosa Motor Works, Inc. / Nissan Motors
Barrio Dita Sta. Rosa, Laguna, Philippines

Duties and Responsibilities:

· Preparation of payment in supplier and contractor in terms of cash voucher, journal voucher, and voucher payable.

· Preparation of reports such as Accounts Receivable- contractor, Contractor’s Bond, and other supporting reports required on monthly financial statement.

· Responsible for semi-annual and annual physical inventory counting of company asset.

CITATIONS & SEMINARS

June 1993

:  Union Bank, Team Building
November 1994

:  Union Bank, Developing Quality Service Teams

June & July 1995

:  Union Bank, Basic Signature Verification & Counterfeit Detection

January 1996

:  Union Bank, Seminar on Advanced Signature Verification and    




Detection of Check Alterations

August 1997
:   Orient Bank, Basic Banking Seminar
PERSONAL ATTRIBUTES

Honesty, Respectfulness and Flexibility

COUNTRY EXPERIENCE

Philippines 12 years, United Arab Emirates 6 years, Saudi Arabia 2 ½ years

LANGUAGES

Competence on a scale of 1 to 5 (1 - excellent; 5 - basic)

	Language
	Reading
	Speaking
	Writing

	Filipino 
	1
	1
	1

	English
	1
	1
	1
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