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OBJECTIVE:

Seeking a position as an Accounting Staff in your company where my extensive experience in financial management and accounting can be applied and positively contribute to the company’s growth and profitability.

CAREER PROFILE:

· Customer-focused accounting professional with over 6 years of experience in general accounts reporting, managing accounts payable and accounts receivable billing.

· Detailed-oriented, efficient and organized professional with extensive experience in accounting and web portal systems and be able to adapt to new procedures quickly.

· Possess strong analytical and problem solving skills, with ability to make well thought out decisions.

· Ability to produce quality work under strict deadlines.

· In depth knowledge of acting as back up to almost all accounting unit functions.

· Highly trustworthy, discreet and ethical.
· Good communication skills. 
COMPUTER SKILLS:

· SAGE ACCPAC System

· WEB Portal System

· MS Word, Excel, Outlook and Power Point. 

PROFESSIONAL EXPERIENCE:
Leading Company (Phils.), 2006 to 2013 – Assistant Accountant 

Accounts Payable

· Received, sorted, processed and coded accounting documents, including invoices and cheques.

· Prepared accounts payable vouchers and cheque vouchers.

· Processed voucher copies according to appropriation and maintained monthly hard copy documentation.

· Monitored expense activity and excel spreadsheets to input and track billing subject for payments.

· Ensured compliance with accounting deadlines.

General Accounts

· Sorted, processed and coded accounting documents for Principal accounts.

· Prepared weekly and monthly reports for Principal accounts.

· Managed the internal and external mail functions.

· Managed monthly reconciliation of Principal accounts.

Customer Service/Cashier

· Provides friendly and efficient cashiering service to customers.

· Taking payments from customers via cash, cheque and telegraphic transfer.

· Sorting, counting and wrapping currency and coins.

· Maintaining Daily Cash Count Collection Report.

Accounts Receivable

· Matched hard copy manifests data to portal system; identified and corrected erroneous data.
· Print Sales invoice (Freight Bill) per Bill of Lading.
· Received, sorted, processed and coded to excel spreadsheets, container deposit refund documents.
Bookkeeper and Tax 

· Bank Reconciliation.
· Maintaining monthly amortization schedule for prepayment accounts.
· Prepare company accounts and tax returns for audit.
· Tax returns preparation, filing and payment using telegraphic transfer.
· Use Tax templates for preparing soft copy attachments.
Wilcon Builder’s Supply, 2005 – Accounting Staff

I was assigned at the head office accounting department. My job includes the following:

· Received, sorted, processed and coded accounting documents, including invoices and receipts. 

· Review sales invoice and cash receipts given by the branches assigned to me.

· Maintain organized hard copy documentation.

· Prepare monthly reports.

Negros Women for Tomorrow Foundation, 2003 to 2004 – Accounting Clerk

I was assigned at the head office accounting department. As an On-the-job trainee, my job   description includes.

· Reviewing of Daily Sales Report and Collection Report given by branches.

· Maintain organized hard copy documentation.

· Encoding.

EDUCATION:

Bachelor of Science in Commerce Major in Management Accounting
University of Negros Occidental-Recoletos, 2004

LANGUAGE:

English, Filipino and Hiligaynon 

PERSONAL PARTICULARS: 

Date of Birth


:
October 25, 1982

Nationality


: 
Filipino

Passport


:
Valid Philippine Passport

Marital Status


:
Single

REFERENCES:

 Will be provided upon request
