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Career Objective:  A position in a Company/ Service Industry focusing on rendering services, hospitality

              
       or tourism.
Qualification Summary & Education
· Possesses desire to understand how a business works

· Outstanding interpersonal and communication skills

· Good analytical and mathematical skills related to Accounting

· Able to prioritize workloads according to deadlines

· Confident attitude with pro-active approach to work
· Honest and hardworking
· Dynamic and capable to do multi-task 
· Dedicated, focused and has strong determination in achieving results

· Proficient on ERP (Enterprise Resource Planning) system

PHILIPPINE SCHOOL OF BUSINESS ADMINISTRATION 


Bachelor of Science Major in Accountancy


Graduated March 2002


Has Good scholastic record (GPA: 1.917)
Professional Experience
Bernhard Schulte Ship Management Crew Service Centre Philippines, Inc. 
A local manning company dedicated to provide highly qualified and medically fit seafarers onboard Ship Owners’ vessels across the globe.
16 November 2002 to 30 September 2015

Remuneration: PHP 41,000.00
· Accounts Officer 
· Perform Monthly Bank Reconciliation

· Perform Monthly billing or Statement of Accounts
· Prepare month-end entries and other related reports

· Process petty cash re-imbursements, reconcile Petty Cash on-hand and update Daily Cash position report

· Compute & process leave settlements and final settlements of wages of seafarer
· Prepare Working fund forecast and request from Ship Owners/Managers
· Ensure the accuracy and timely submission of the prepared monthly home allotments of all seafarers

· Responsible for onboard seafarers’ payroll, data entry and verification

· Responsible for checking, preparation and posting of payment requisition for all seafarer’s accounts.

· Responsible for checking, preparation and posting of payment requisition for suppliers
· Adhere to all necessary systems and procedures to ensure continued and timely payments of requisitions
· Prepare special reports as requested by management
· Responsible to do ad-hoc duties required from time to time
· HR Marine Officer 
· Responsible for checking and verifying the completeness, validity and authenticity of seafarers’ documents complying with statutory, regulatory and flag state requirements.

· Responsible for the line-up of active seafarers based on the Crew Relief Plan provided by the Ship Managers or their own planning based on the presently assigned seafarer’s end of contract date.

· Responsible for initiating the processing of Contract of Employment and for preparation of any Addendum to the Contract of Employment as may be applicable.
· Responsible for the final pre-employment briefing as well as the post-employment de-briefing of seafarers in order to gauge their suitability for further employment.

· Responsible for reviewing any request for promotion or extension of contract and ensuring that it receives the appropriate attention.

· Responsible for the timely dispatch of the seafarer and ensuring that they hand-carry their original documents to the vessel.

· Maintain good and proper communication and coordination with principal/ clients and port Agents.
Achievements & Awards
· Model Employee for the Year 2005 for punctuality
· Author of article “Maritime Resource Management” published on company Intranet Portal and magazine last 2013- 3rd Quarter  issue  
Skills                   Highly proficient on ERP systems (PAL), MS Office Applications (Word, Excel, Outlook), business  


letters , Dynamic, Focused, Adaptable and hardworking
Courses & Seminars Attended
· Vetting Inspection
27 November 2014 

BSM House – 6th Floor / MTC Training Room
· Shipping Industry Familiarization & STCW 2010 Manila Amendments
18 January 2014

              BSM House – 6th Floor / MTC Training Room

· Maritime Resource Management

20 April 2013
BSM House – 6th Floor/ MTC Training Room
· Internal Auditor Training Course (ISO 9000: 2008 Series)
            10 November 2012

            BSM House – 6th Floor/ MTC Training Room

*Complete lists may be provided upon request.
Personal Information
Birthdate:
 01 October 1980

Languages:          English / Filipino

Gender:
 Female

Status:

 Single

I do hereby declare that the information given above is true to the best of my knowledge.
Dubai, United Arab Emirates

