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OBJECTIVE: To apply the skills from the field of my specialization fitted for any position in your company for       the enhancement of my abilities.








     



Receptionist – SWISS EASTERN WATCHES CO. LTD. LLC                                                 


                               Sharjah, U.A.E.      


Responsibilities:


Provides support services in the organization particularly in the Accounts.


Registers showrooms’ sales and purchase invoices received and counter checks them over the summary report, then encodes them in the accounting system.


Ensures that items sold based on the invoice are properly recorded on the stock voucher.


Records duplicate copy of invoices received and verifies if signed by the dealers accordingly.


Prepares showrooms’ daily sales and deposits and watch repair report.


Records and encodes in the registry the watches for repair received, then issues receipt once cash collected.


Maintains the record of utilities’ bills, company profiles and other confidential files.


Handles telephone calls, fax machine and scanner and typing out of MD’s correspondence.


Fills-in various visa application forms and completes its requirements to be submitted to the Embassy.





Senior Accountant, Branches – FLOWERS BY CONTEMPO LLC


		   			Dubai, U.A.E.	      


Responsibilities:


Demonstrated technical mastery of accountancy including cash, billing, collections, inventory control, shipping/receiving, ordering and estimating budgets through Month-End profit and loss for a Branch.


Prepared financial analysis of major events of the company.


Prepared monthly billing of the prestigious hotels such as The Fairmont Dubai, Al Murooj Rotana Hotel & Suites and Marriott Courtyard Green Community and other clients based on the supporting details signed and approved by them.


Prepared costing on the flowers and materials used in the sample arrangement done by the florists and gave proper advice if it meets the budget and projected its selling price.


Closed and checked weekly showroom sales and reconciled credit cards, credit sales summary against the credit cards and credit sales invoices.


Updated the costs and sales to be posted on the report.


Reconciled inter branch cost transfers, allocated cost of the branch and posted the items purchased on the ledger.


Prepared Month-End financial statements to the accounting system.


Reviewed account analysis, cost reporting and analysis, enforcement of internal controls and recommendations for improvement.


Prepared and sent quotation to the clients.


Responded to customer inquiries, maintained good customer relations and solved problem.


























EMPLOYMENT


HISTORY:





Receptionist 





May 2011


Up to Present



































Senior Accountant, Branches





November 2002 to 


July 2010




















































































































Accounting/


Payroll Staff





December 2000 to October 2002























On the Job Trainee





June 1999 to September 1999








EDUCATION:











QUALIFICATIONS:














SOFTWARE KNOWLEDGE:

















SEMINARS  ATTENDED:








PERSONAL DETAILS:


























Accounting/Payroll Staff – WORKPLACE MANAGEMENT CORPORATION


                                                       Makati City, Philippines


Responsibilities:


Computed and prepared payroll of Contractual Employees.


Prepared vouchers and checks for disbursements.


Prepared monthly SSS, Philhealth and Pag-ibig remittance contributions.


Prepared and computed Contractual Employees’ 13th month pay and terminal pay.


Controlled office supplies and office forms.


Answered questions about payroll matters which require limited policy interpretation.


Prepared weekly billing to the clients.





On the Job Trainee – Rizal Commercial Banking Corporation 


    Ermita, Manila, Philippines


Responsibilities:


Processed new accounts of the clients and assisted them on their needs.


Prepared and reconciled bank accounts.





Bachelor of Science in Business Administration Major in Accountancy, SY 2000 


Pamantasan ng Lungsod ng Maynila (University of the City of Manila), Manila, Philippines





Self motivated, independent and willing to perform multiple and cross functional tasks. 


Analyzes, compares and interprets facts and figures quickly. 


Makes sound judgments based on data obtained. 


Always keep a positive attitude in situation of stress and conflict. 





Microsoft Office


Windows Application


Dac Easy


Tally 7.2 & 9


Peachtree Premium Accounting 2004


QuickBooks 





Surfing the World of Professionals: A Total Personality Makeover – August 26, 1999


“CPA… How To Be One?” (Beating the Dilemma) – August 24, 1999


Globalization of Accountancy Profession – August 12, 1999 





References available upon request.











