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Objective: To excel and actualize my abilities in the field of accounting and administration for a reputable institution.
SUMMARY:
14 years of accounting experience

Office Administration

Excellent in MS Office (Word, Excel, PowerPoint)
Self-starter and keen to details

Effective communication skills (English)

Organize and can work with pressure
Accounting Software User (MYOB) and (PEACHTREE)
WORK EXPERIENCE:

JEWELRY,PHILIPPINES – 14 years
Accounting Head (2008-2014)

· Consolidate monthly Financial Statements of 30 branches
· AnalyzeProfit and Loss and report to management monthly
· Monthly payroll for 70 employees

· Daily handling of petty cash

· Monitor daily bank transactions
· Prepare weekly accounts receivable and accounts payable reports

· Analyzelong overdue accounts receivables
· Monitor drawings (company owners withdrawals)
· Review accounting entries and bank reconciliation of junior accountants
· Prepare summary of other income on commissions from other services offered i.e. space rentals, foreign exchange trading, money remittance on western union transfers and ticketing airlines.

Field Auditor (2004-2007) for 28 branches
· Check sales through sampling of official receipts 
· Review pawned items if accurately appraised
· Review expense if approved and properly documented
· Conduct unexpected cash count

· Conduct physical inventory
Appraiser and Cashier for 2 years (2001-2003)
· Examine, test and appraise gold
· Cashier, receive cash base on the calculated interest and liquidated damages, release cash at appraised value of the pawned item.
· Prepare daily sales reports e.i.renewal and redemption of pawned items to compute for the income from interest and penalties
SEMINARS AND TRAININGS

· AMLA (Anti-Money Laundering Acts) 

Seminar conducted by the Bangko Sentral ng Pilipinas,held in Davao City Philippines. This would make sense the proper motivation to the customer, know how to handle or caught the legitimacy acts of the customer through the monetary process to the other country and to the country itself.

· MYOB (Mind Your Owned Business) 

Seminar and training conducted by the Mustard Seeds Company facilitator, held in Davao City Philippines, this is the accounting system and I was the one who used it in order to have a systematic and emphasized accounting system, the easiest procedure especially in making monthly reports.

It is an Australian software accounting system

EDUCATION


Degree-Bachelor of Science in Accountancy (2001)

Major in Accounting

Institution- CorJesu College, Philippines

PERSONAL INFORMATION

Date of Birth
8th May 1976

Nationality
Filipino

Marital Status
Married

Visa Status
Visit Visa 
