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Position Applied For:

ACCOUNTANT 
Summary of Capabilities:
Bookkeeping, Analyzation and Finalization of Accounts.  Well experienced in various accounting function with highly organizational skills. Ability to maintain daily, monthly and yearly closing of books. Trustworthy, ethical and discreet, ability to maintain confidential information.  Strong team-working and multi-tasking skills.
PROFESSIONAL EXPERIENCE
General Accountant






 21 July 2006 – 15 Sept. 2013
Sefi Fontec Emirates LLC

Abu Dhabi, U.A.E.
· Performs daily accounting activities in general.
· Prepares and maintains receivable, payable, general ledger and other books of accounts.
· Prepares and monitors daily cash position.
· Prepares and monitors employees' advances and liquidations.
· Prepares monthly employee's salary and end of service benefits.
· Liaised with clients, suppliers and banks.
· Issue invoices and account statements to clients.
· Prepares and monitors insurances, registration renewals for employees and vehicles.
· Prepares and monitors monthly/yearly rental of office, staff accommodations and vehicles.  
· Performs bank reconciliation.
· Perform checking, adjusting and closing of month-end transactions. 
· Perform month-end and yearly reports.
· Assisted the financial manager for other management information requirements.

· Prepares and assists auditors for audit requirements.

· Filed, secured and organized documents accordingly. 

· Performs other administrative functions.
Payable Accounting Clerk





25 Nov. 2004 – 22 March 2006
Tong Yang Corporation

Makati City, Philippines








· Checked batches of invoices if duly signed & approved for payment.
· Checked and ensure that attachments are complete and valid.
· Coded expenses accordingly.
· Posted voucher’s data into computer program.
· Updated and checked entries process in the program.
· Printed check vouchers and submit for approval.
· Printed and updated check register and schedule of payments.

· Released checks to clients.
· Reconciled and updated vendors account information on database records.
· Filed, secured and organized documents.
· Correspond to third parties inquiries and concerns like banks, vendors, auditors and others.
· Monitoring of officers and employees personal and emergency advances deductible and reimbursable expenses.
· Weekly and monthly checking of recorded expenses account.
· Produced and analyzed monthly expense schedule and aging reports.
· Assisted finance department for month end closing reports.
Gina Libres - Resume 01 Senior Accounting Clerk





1 Aug. 1997 –14 March 2003
Gina Libres - Resume 01 Parsons International Limited
Gina Libres - Resume 01 Makati city, Philippines
Gina Libres - Resume 01 Payables








· Checked and verify validity and completeness of voucher package details and documentations according to company standard.

· Coded voucher accordingly.
· Inputted data into the program.
· Processed check payments and submit for approval.
· Inputted and updated new supplier’s data into the program.
· Prepared check register and schedule of payments.
Payroll 
· Checked and verified employees’ timesheets for completeness and if duly approved.

· Checked manhours posted by encoders/secretaries in the computer program.

· Validated and confirmed projects and manhour charges with the cost control department.

· Checked and posted employees’ deductions or payment benefits.

· Processed salary for payments. 

· Monitored and updated employees’ benefits and other data.

· Prepared monitoring reports of all final pays, control and coordinate with HR department for updates and control related to payroll.  

· Dealing employees' inquiries and concern. 

· Prepared and disbursed pay slips and tax certificates. 

· Prepared monthly, quarterly and annual government reportorial reports (Employees tax, EWT, BIR, BOI, SEC, HDMF, SSS Philhealth, Etc).

Cashier
· Handled cash vault and petty cash transactions for USD and Peso account.

· Disbursed cash and check payments.

· Monitored liquidation of officers’ and employees’ advances.

· Prepared weekly and monthly schedule of cash expenses.

· Prepare, analyze and reconcile monthly cash transactions and provide reports.

· Performed bank reconciliation.
· Assisted finance department for other reports.
Gina Libres - Resume 01 Bookkeeper







2002 – March 2003
Gina Libres - Resume 01 Parsons Overseas Company
Gina Libres - Resume 01 Makati City, Philippines







· Disbursement processing of cash and check payments.
· Bookkeeping and maintenance of books of accounts.
· Performed monthly adjustments and the preparation of financial statements.
· Preparation of monthly final tax remittance.
· Monitored expatriates’ local and foreign travel expenses.
· Preparation of bank reconciliation – USD and Peso Account.
· Preparation of daily, weekly and monthly cash position report.
· Annual budget preparation.
· Preparation of Alpha List (Annual report on tax remittances) – Suppliers and Compensations.
· Preparation of annual FS and returns to be submitted to BOI, SEC and BIR.
Billing Clerk







10 July 1995 –10 May 1996
Gina Libres - Resume 01 Philippine Long Distance Telephone Company
Gina Libres - Resume 01 Makati City, Philippines







· Classify and segregate International Maritime sent collect calls from different oceans.
· Compute calls from person to person or station to station as per given conversion rates.
· Input data into system.
· Produce reports from data inputted and process billing documents for collection.
· Compile necessary attachments and submit documents for approval.
· Forward billing documents to concerned departments.
· Process monthly maritime calls reports.
EDUCATION / ELIGIBILITY

West Negros University


Bachelor of Science in Commerce - 1990






Majored in Accounting

Professional Civil Service Commission 
 Passed  

Computer Skills



Ms Word, Excel, Ms Payroll Access, Peachtree,

A/S 200, California Tech. Inc. Modified Program

PERSONAL DETAILS

Date of Birth



14 October 1969
Sex




Female
Marital Status



Single

Nationality



Filipino
Languages



English – Speak and write

Tagalog and Hiligaynon – Speak and write
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