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OBJECTIVE
To secure a position with a well-established organization with a stable environment that will lead to a lasting relationship in a field of finance.

EDUCATIONAL BACKGROUND

Review 2006 - CPA Review School of the Philippines



             Sampaloc, Manila Philippines


College         - Technological Institute of the Philippines (TIP-Manila)



            2000-2004- Bachelor of Science in Accountancy



            363 P. Casal St. Quiapo, Manila

PROFESSIONAL BACKGROUND
Company: GROUP (Dubai, UAE)
Position:  Officer (Accounts & Credit Control Division)


     December 2010 – Feb 2012
Specific Duties and Responsibilities:
1. Check and Audit Daily Sales Report (DSR) and Daily Sales Remittance Report (DSRR)
· Follow up to showrooms for on time submissions of sales report.

· Verify manual cash memo against sales order.
· Verification of total sales and cash advance payments against deposit & remittance.

· Prepare analysis of shortage/late remittance.

· Posting and matching of payment.
· Preparation of Debit and Credit memorandum entries originating from general accounting.
· Showroom wise reconciliation of sales-daily/monthly.
· Checking & verification of receipts in confirmed status.
2. Verification of FOC’s (free of charged item) valid and received by the customer.

3. Closely monitor accounts receivable, ensuring collection should be within 7 days (Bank promotions).
· Invoice preparation.
· Posting and remittance of miscellaneous receipts.
4. Preparation of bank reconciliation and other reconciliation (daily/monthly). 
5. Checking & verification of Gift vouchers issued to customers as part of promotion.
6. Application of unmatched receipts and credit notes.
7. Proper filling and documentation of all invoices/documents.

Company: ZEST AIR (formerly Asian Spirit –Manila, Philippines)
Position: General Accountant (March 1, 2007 –Dec.24, 2010)
Specific Duties and Responsibilities:
1. To maintain detailed records for the monitoring of inventory balances.

· Receives copies of Receiving Reports (RRs) and Suppliers invoices (Local/Foreign)

· Prepare journal voucher for the set up of inventories

2.   To summarize the month-end balance of inventory.

· Determines the quantities and corresponding values of stocks on hand as of cut-off date.

· Prepares a schedule itemizing the balances of inventories on hand.
3.   To ensure the propriety of inventory balances.

· Coordinates with the warehouse stock clerk to ensure uniform application of cut-off dates.

· Compare inventory balances maintained by both the warehouse and Accounting department.

· Reconciles/investigates differences between the warehouse and Accounting department.

4.  To ensure that all inventory movement are recorded.

· At month-end, accounts for the completeness of RRs and ADS received from the warehouse.

· Follows-up from the issuing department the unreported missing documents.

· Preparation of journal entries for all Authority to Draw Stocks (ADS) at month-end.

5. Others

A. Liquidation of accounts such as :

· Cash Advances for expenses

· Cash Advance to Employees and Affiliates

· Advances to Supplier/Contractor

B. Preparation of debit/credit memorandum of entries originating from general Accounting.

C. Preparation of various invoices for various suppliers

D. Setting up of payables for forwarders & various suppliers

E. Responsible in computing monthly pilots flying pay (contractual service pay for part-time pilots).
F. Vendor account reconciliation.
G. Prepares payment for A1 jet fuel uplifted to Zest Air aircraft.
6. Conducts checking, validation procedures and analysis related to the processing of                                                       payment to corporate suppliers of goods and services, the process involves verification of receipt of materials or services and matching  invoice, RR’s, PO’s approval from authorized person(s) and other documents necessary to satisfy the validity of  transactions.

7. To perform other related duties as may be assigned 
Company: AIR PHILIPPINES (Manila, Philippines)
Position: Accounting Assistant (April 2004-September 2004)
Specific Duties and Responsibilities:

1. Liquidation of advances to/from Suppliers/Contractor

2. Reconciliation of Suppliers account

3. Checking/ Encoding of tickets (manifest)

SKILLS

Knowledgeable in Microsoft word, excel, power point and accounting oracle system.
SEMINARS ATTENDED

· The Philippine upheaval

“What we can do to recover our socio-economic life.”

TIP-Campus

· The Current Trend in Financial Banking System

TIP-Campus

ACADEMIC SOCIETY

     2000-2004- Junior Philippine Institute of Accountancy (JPIA),TIP Manila, Member
PERSONAL BACKGROUND


Sex: Female


Age: 31

Status: Single


Citizen: Filipino


Religion: Catholic


Date of Birth: February 15, 1983


Place of Birth: Ilagan, Isabela

CHARACTER REFERENCES – Available upon request

I hereby certify that the above information is true and correct to the best of my knowledge.

_______________________

