CV No: 1306752
Email: cvdba15@gmail.com 

         Mobile: +971505905010 / +971504753686


Career Goal: Service Officer / Foreign Currency Cashier /Finance and Accounting Analyst 

	Dedicated Finance and Accounting staff with eight years of experience developing and implementing financial systems, strategies, processes and controls that significantly improve P&L scenarios. Expert in establishing accounting functions, systems and best practices; cost-reduction, and lasting business relationships to ensure goal-surpassing fiscal performance. 


Professional Experience

	EXCHANGE CENTRE LLC - International City, Dubai, UAE
	January 2013 to Present


Service Officer/ Teller

Job Description:  Process remittances such as Bank Transfers, Western Union, and Xpress Money, Assist costumers    regarding their billing problem, Explain, promote or sell allied products and services of Exchange including Philippines Bank account opening, Process, examine, or identification of person's receiving Xpress money and Western Union payments, Purchase and Sell FOREX currencies, Quote daily board unit exchange rates to clientele, Arrange monies received in cash boxes according denomination, Count currency and coins by hand or using currency-counting machine, Balance currency, coins in cash drawers at the end of shifts and calculate daily transactions using computers, calculators and adding machines.   

	DEPARTMENT OF EDUCATION, DIV OF LAGUNA LNHS - Philippines
	June 2011 to January 2013
	


Disbursing Officer II

Job Description:  Prepares payment of cash/checks for payrolls and voucher, Verifies and pays salaries, OT pay, and TEV, Prepares monthly payrolls for all employees,  Computes and deducts insurance premiums, government taxes, and other payroll deductions,  Timekeeping of all teaching and non-teaching staff,  Update monthly bank cash books,  Prepares monthly  Report of Accountability for Accountable Forms, and report of collections and deposits,  Prepares Bank Advice for checks issued. Does related work.

	MUNICIPALITY OF PANGIL, - Laguna, Philippines
	May 2006 to June 2011
	


BARANGAY BOOKKEEPER

Job Description:  Prepares Bank Reconciliation of 8 Barangays,  Maintains General Journals, General Ledgers, and Subsidiary Ledgers of 8 Barangays,  Prepares Journal Entry Voucher (JEV) to record financial transactions based on Barangay's certified registers,  Prepares Journal Entry for General Journal representing various adjusting entries and then post them to appropriate ledgers,  Process Monthly Trial Balance of 8 Barangays,  Process Barangay Financial Statements, such as Statement of Income and Expenses, Balance Sheet, Statement of Cash Flows, Statement of Changes in Government Equity, and others,  Consolidate Year End Reports and pertinent schedules of 8 Barangays, Other jobs may be assigned

	PANGUIL RIVER ECOPARK - Laguna, Philippines
	January 2005 to May 2006
	


Cash Collector/Receptionist

Job Description:  Greet persons entering the Eco Park, Advise customer necessary actions  and deal with queries from the public and custom`ers,  Provide resort   information to callers,  Answer telephone, screen, and direct call,  Take  and Relay Messages,  General administrative and clerical support,  Booked and Schedule Appointments, Receive payment by cash then  issue official receipts, Remit daily collections to Treasury Office, Maintain appointment diary, Organize Meetings, Maintain the cleanliness of the reception area

Education

UNION COLLEGE OF LAGUNA, Laguna, Philippines
· Bachelor of Science in ACCOUNTANCY, October 2011 to March 2013 (GRADUATED)
· Junior Philippine Institute of Accountants, active member
· Working Student
LAGUNA STATE POLYTECHNIC UNIVERSITY, Laguna, Philippines
· Bachelor of Science in ACCOUNTANCY, June 2009 to October 2011 

· 59 Units earned, undergraduate
· Working Student
CAP COLLEGE FOUNDATION INC, Makati, Philippines
· Bachelor of Arts major in ECONOMICS, 2007 to 2008 (GRADUATED)
· Working Student
FAR EASTERN UNIVERSITY, Manila, Philippines
· Bachelor of Arts major in ECONOMICS, June 1999 to March 2003

· Econoclub, active member
· Volleyball player, IABF

Government Examination/ Certifications

Civil Service Examination Professional Eligibility- (Second Level)


November 2009

CSE-PPT- CSC Region IV-A

Civil Service Commission


Sta. Cruz, Laguna, Philippines

Civil Service Examination Sub-Professional Eligibility- (First Level)


January  2010

CSE-CAT- Central Office

Civil Service Commission

Quezon City, Philippines
TRAINING & SEMINARS

Training on Allied Products and Services- Sharjah, UAE




April 2013

Training and Development Department

UAE Exchange Center LLC

Training on Cashiering Activity and Foreign Currency, Sharjah, UAE


May 2013

Training and Development Department`

UAE Exchange Center LLC

Seminar on Anti-Money Laundering, (AML)- Dubai, UAE



September 2013

AML Department

UAE Exchange Center LLC

Orientation/Seminar- Workshop of New Implementing Units (IUs)


December 2011

& Year End Conference of Division Accountants

Development Academy of the Philippines (DAP)

Tagaytay City, Philippines

Seminar- Workshop on New Government Accounting System


May 2011

Hotel Elizabeth

Baguio City, Philippines

Seminar- Workshop on Documentary Requirements



June 2010

for Typical Barangay Disbursements

Hotel Supreme

Baguio City, Philippines

Seminar- Workshop on Basic Enhancement on 

Management of Barangay Funds






August 2008

Dinghao Restaurant

Calamba City, Philippines

Seminar- Workshop on Budget Operations Manual for Barangay


February 2008

Monte Vista Resort

Calamba City, Philippines

Seminar- Workshop on System & Procedures on the 

Management of Barangay Funds & Property




August 2007

PHINMA Training Center

Tagaytay City, Philippines

SKILLS AND INTERESTS

Proficient in windows-based software application like MS WORD, MS EXCEL, MS POWERPOINT, OUTLOOK.  Knowledgeable in INTERNET EXPLORER, good in interpersonal skills, public relations, and In participating civic works.

PERSONAL INFORMATIONS

Birth Date

: 
January 02, 1983

 
Birth Place

: 
Infanta, Quezon Province, Philippines


Civil Status

: 
Single 


Height


: 
5' 8"


Weight


: 
176 lb


Citizenship

: 
Filipino


Religion

: 
Roman Catholic
