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· Process the VISA conversion of Japanese expatriates
· Process Employment Permit for Japanese expatriates
      **Character References will be provided once requested



�





CV No: 1318950


Mobile: +971505905010 / +971504753686 





To get contact details of this candidate,


Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com


�HYPERLINK "http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc"�http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc�  
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Personal Information:





     Nationality:    Filipino


     Gender:           Female


     Date of Birth: Feb. 10, 1970


     Birthplace:  Carmen, Cebu


     Visa Status:Visit Visa


     Religion: Roman Catholic


     Languages known: 


              English, Tagalog


	


     


Profile Synopsis:





Strong Communication Skills both oral and written.


Knowledgeable in Business Planning and Management.


Knowledge in Accounting, Finance, Economics, Human Resource and other areas of Management.


Have a good customer service orientation and can function on limited supervision.


Fast Learner, Hard worker, Team Player and Self –motivated.


Able to interact with staff (all levels) in a fast paced environment, sometimes under pressure, remaining flexible, proactive, efficient and resourceful.


Sound knowledge in Data Entry, Filing System, Coordinating and Record Management.


Computer and Internet Literate 
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 Objective:


To pursue a career in a reputable business industry where I can share, enhance and further professionally develop my knowledge and skills so as to achieve career advancement and growth. To be a team member in an organization in which I can effectively utilize my potential, qualification and resourcefulness for the betterment of the organization. 





Work Experience:


Accountant (October 18, 2007 – November 5,2014





JAARA Bookkeeping & Accounting Services


Bookkeeper (Part Time)


Door #4 ARKADA MARIA 


National Highway, Cogon West, Carmen, Cebu, Phils.


Sept., 2007 up to Nov. 5, 2014





KKS A & I INTERNATIONAL, INC.


Kanko Kikaku Sekkeisha Group


(Construction & Designing Company)


July 2005-June, 2007


Chief Accountant


Prepares Monthly Trial Balance, Balance Sheets, Income Statements


Prepares Annual Trial Balance & Financial Statements


Prepares Cash Flow


Handles Petty Cash & All books of accounts


Prepares payroll for both staffs and expatriate


Prepares journal entries, entries for cash receipts, balance sheets schedule and bank reconciliation


Prepares projected income statement


Prepares sales invoices/Statement of Account


Prepares Agreement Contract for various projects


Prepares annual estimated expenses


Prepares monthly reports (Cash/Petty Cash)


Prepares monthly/quarterly & annual report to various gov’t. agencies


Assist staffs in their claim  of benefits


Assist General Manager in conducting interview to job applicants


Handles the over-all administration functions in support to the General Manager


Coordinate with the GM in preparing the company budget


Supervises the work of the administration clerk



































Managing and coordinating with the Management team, providing clerical and administrative support in a confidential matter.


Prepare correspondence on behalf of management, including drafting of general replies and proposals.


Assisting the top Management in all possible works like setting up meetings, preparing needed documents and presentations, and updating them for any confirmed appointments and or changes on schedules.


Providing the team with product information’s, codes and updates regarding changes on product or prices.


Ensure Management needs are met by ordering and maintaining sufficient office supplies, stationery and equipment’s.


Responsible for placing local purchase order to general suppliers and for obtaining quotations from various suppliers related to any item or project.


Responsible for providing and updating shipping agents with re-export  details pertaining to Shipping Instructions, Shipping Details and other Documents.


Responsible for tracking orders or shipment be it export or import.


Responsible for taking orders from customers and assisting the logistic coordinator in arranging deliveries.


Maintaining and updating Customer database and ensuring customer complaints and feedbacks are recorded and relayed to the person in charge.


Handling, maintaining and updating all company file (hardcopy and drop box)


Handling, filing and updating all employees’ reports and personal records.


Handles job vacancy postings and is responsible for screening applicants.


Handles petty cash fund and its replenishment


All other workplace activities and personal requests as assigned by the Senior Managers and Directors.






































INTERMED PHARMA & MEDICAL SUPPLIES, INC.


Accounting Supervisor


Suite 106 Borromeo Bldg., D. Jakosalem St.,


Ranudo Sts., Cebu City


July, 1999 – February, 2005


Assist the Accounting Manager in preparing the financial statements


Handles the sales books, general ledger, journal and disbursements books


Handles the receivable account


Prepares payroll for key personnel


Prepares monthly company wide budget


Prepares statement of account for each customer


Monitors cash balances both pesos and dollar accounts


Review bank reconciliation & balance sheet schedule


Supervises the work of the Accounting Clerk


Prepares Customer Database and Payment Collections


Review Register contents with the daily sales at the end of each day.


Perform related duties and responsibilities as required





NORKIS DISTRIBUTOR’S, INC.


Junior Bookkeeper


September, 1997 – June 1999


A.S. Fortuna St., Mandaue City





Assist the Accounting Head in preparing the financial statements 


Record cash disbursement voucher to disbursement book


Prepares journal entries





SHEMBERG BIOTECH CORPORATION


Bookkeeper


July, 1990- August, 1997





Prepares Accounts Payable Voucher, Check Voucher & Cheques


Handles book of accounts, sales, disbursements, general ledger & general journal books























































































































INTERMED PHARMA & MEDICAL SUPPLIES, INC.


Bookkeeper/Accounting Supervisor


Suite 106 Borromeo Bldg., D. Jakosalem St.,


Ranudo Sts., Cebu City


July, 1999 – February, 2005


Assist the Accounting Manager in preparing the financial statements


Handles the sales books, general ledger, journal and disbursements books


Handles the receivable account


Prepares payroll for key personnel


Prepares monthly company wide budget


Prepares statement of account for each customer


Monitors cash balances both pesos and dollar accounts


Prepares lapsing schedules


Prepares bank reconciliation


Supervises the work of the Accounting Clerk


Prepares Customer Database and Payment Collections.


Totalinbills, receiving payments


Handling back Customer receipts and change


Comparing Register contents with the daily sales at the end of each day.


Perform related duties and responsibilities as required





NORKIS DISTRIBUTOR’S, INC.


Junior Bookkeeper


September, 1997 – June 1999


A.S. Fortuna St., Mandaue City





Assist the Accounting Head in preparing the financial statements 


Record cash disbursement voucher to disbursement book


Prepares journal entries





SHEMBERG BIOTECH CORPORATION


Bookkeeper


July, 1990- August, 1997





Prepares Accounts Payable Voucher, Check Voucher & Cheques


Handles book of accounts, sales, disbursements, general ledger & general journal books





































































































Qualification:


College/University


	University of San Carlos


     Cebu City, Phils.


  -  Bachelor of Science in                  Commerce major in Accounting


(Graduate: SY June, 1987 – May,1990)





(”Learning process of managing people and business in order to provide information to support business processes, decisions making and strategies for competitive advantages”


Secondary


Cebu Academy, Carmen, Cebu Phils. (SY 1982-March, 1986)


Prep and Primary


Luyang Elementary School 


        (SY 1977 – 1982)





Seminars/Trainings:


Seminar on “A Revisit to the Budgeting Process”


	Association of Mactan Export Processing Zone Controllers & Accountants


October, 2007


Executive Labor Law Seminar for Management


     Cebu, Philippines (2007)     


Marketing Plan Seminar  Philippines(2007)


Tax Update Seminar


        Sponsored by:SGV & Co.     


Developing Managerial Attitude & Fundamentals of Leadership 


Sponsored by: Daitoh Precisions, Inc.


























INTERMED PHARMA & MEDICAL SUPPLIES, INC.


Bookkeeper/Accounting Supervisor


Suite 106 Borromeo Bldg., D. Jakosalem St.,


Ranudo Sts., Cebu City


July, 1999 – February, 2005


Assist the Accounting Manager in preparing the financial statements


Handles the sales books, general ledger, journal and disbursements books


Handles the receivable account


Prepares payroll for key personnel


Prepares monthly company wide budget


Prepares statement of account for each customer


Monitors cash balances both pesos and dollar accounts


Prepares lapsing schedules


Prepares bank reconciliation


Supervises the work of the Accounting Clerk


Prepares Customer Database and Payment Collections.


Totalinbills, receiving payments


Handling back Customer receipts and change


Comparing Register contents with the daily sales at the end of each day.


Perform related duties and responsibilities as required





NORKIS DISTRIBUTOR’S, INC.


Junior Bookkeeper


September, 1997 – June 1999


A.S. Fortuna St., Mandaue City





Assist the Accounting Head in preparing the financial statements 


Record cash disbursement voucher to disbursement book


Prepares journal entries





SHEMBERG BIOTECH CORPORATION


Bookkeeper


July, 1990- August, 1997





Prepares Accounts Payable Voucher, Check Voucher & Cheques


Handles book of accounts, sales, disbursements, general ledger & general journal books








































































































