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CAREER OBJECTIVE: To be in a competitive working environment where I can develop and enhance my skills in accounting and to be an asset for the development and success of the company.

Professional Experience

Position


:
Accountant
Company

:
TRUST MANPOWER SUPPLY, Rawdat Al Khail, Doha, Qatar
Employment Duration
:
August 23, 2014 to July 16, 2015
Job Description
· Prepare invoices upon visa issuance to agents/arrivals for clients

· Prepare payment vouchers for disbursements/receipts for received payments from client

· Prepares credit memo for terminated/medically unfit candidates

· Prepares cash flow, clients & agent summary report, cash & bank summary report

· Prepares customer account summary of outstanding payables/receivables to clients/agent 

· Prepares salary every month and send to bank for processing
· Follow up payment collection for clients & agents
· Controls all expenses of the company
· Encodes all transactions on Peachtree system 

· Handles account for client demands (up to 150 demands handled)
· Mediates client & agent(for other nationalities) reports/concerns

· Follow up visa processing/pending documents/flight schedules from clients & agents

Position


:
Accounting Officer

Company

:
ZALORA PHILIPPINES (BF JADE E-SVS PHILS), Makati City, Philippines

Employment Duration
:
June 6, 2012 to March 8, 2014
Job Description
· Maintains Bank Reconciliation of all bank accounts (total of 11 to 13)
· Reconcile bank transfer/COD/Credit Card payments versus records on PET
·  Records bank entries like interest income on bank deposits & bank charges etc.
·  Responsible for PPE/Fixed asset lapsing schedules and records monthly depreciation and updates PPE/Fixed asset& Leasehold every month
· Prepares monthly & quarterly government reports
· Preparation of alpha list of suppliers & employees (end of the year)

· Records payroll entries & other adjusting entries needed
· Helps on consignment sales report
· Updating of cash sales tracker& prepares monthly sales report
· Encodes transactions on Peachtree/ERP (Netsuite) system
· Reconcile PayPal/Cyber source(credit card) transactions vs. OMS (company book)
· Consolidates& prepares journal entries of payment cost for PayPal&Cyber source/Adyen(credit card transactions) 
Position


:
Accounting Officer

Company

:
TIMES TELECOMS PHILIPPINES INC, Makati City, Philippines

Employment Duration
:
March 27, 2012to June 5, 2012
Job Description
· Monitors accounts payable

· Conducts account/bank reconciliation

· Checks the computation of commissions and payroll of employees

· Upload payroll of employees to bank utilities

· Prepares daily disbursement vouchers/payable

· Encodes all transactions to the QuickBooks system

· Responsible for the accurate & timely preparation & submission of various reports

· Receives purchase order, documents and disseminate to respective person/dept.

· Manages funds of the company

· Ensures maintenance of records and reports as per management requirement 

Position


:
Accounting Assistant

Company

:
SYMPHONY 8 NETWORK INC.,Makati City, Philippines
Employment Duration
:
July 2, 2009to March 26, 2012
Job Description
· Monitors accounts payable
· Conducts account/bank reconciliation

· Checks the computation of commissions and payroll of employees

· Prepares daily disbursement vouchers/payable
· Encodes all transactions to the QuickBooks system

· Responsible for the accurate & timely preparation & submission of various reports

· Receives purchase order, documents and disseminate to respective person/dept.

· Manages funds of the company

· Ensures maintenance of records and reports as per management requirement 

Position


:
Accounting Assistant

Company

:
DHL EXPRESS (PHILIPPINES) CORP.Makati City, Philippines
Employment Duration
:
June 22, 2007- April 30, 2009
Job Description
· In charge of treasury works 

· Generates month end summary reports of fixed assets

· In charge of  EFPS filing of government requirements (withholding tax and VAT)

· Prepares monthly VAT & withholding tax summary, including disbursements and receipts summary

· Prepares checks for disbursement and recording of journal vouchers
· Prepares daily cash position reports 

· Takes note of cash in bank transactions including online deposits from clients and other bank charges

· Prepares bank letters/endorsement for transfer of funds and loan applications

· Prepares reconciliation/schedule of various bank accounts

· Post journal entries for corresponding adjustments

· Handles control of return checks of various service centers

· Monitoring of credit card commissions/transactions and record entries in LAS

· Monitoring of late cash deposit collections of service centers

· Prepares check and records revolving funds of service center and petty cash fund of country office

· Prepares check and records cash advances/liquidation and expense claims for all service centers and employees

· Monitors transportation allowance of employees/records accruals for the allotment of  transportation allowance of employees and Expats
· Prepares purchase requisition for office supplies of Finance department
· Prepares monthly invoices for global mail billing and Service Level Agreement(SLA) partners

Position


:
Bookkeeper

Company

:
CENTURY SAVINGS BANK CORP, Cavite, Philippines

Employment Duration
:
July 16,2001 to Oct. 11,2004
Job Description
· Handles bookkeeping records

· Prepares daily proofsheet,debit/credit tickets, SRT and input sheets

· Clearing of local and return checks

· Prepares General and Subsidiary ledgers

· Prepare various schedules such as deposit liabilities, accounts receivable, bank reconciliation etc.

· Encodes and downloads inward checks

· Prepares quarterly reports to be submitted to BSP
· Knowledge in tellering, new accounts and cashiering

· Files and performs other clerical works assigned

Position


:
Accounting Staff

Company

:
BRYSTOL TEXTILES, INC., Cavite, Philippines

Employment Duration
:
October 9, 2000 up to April 6, 2001
Job Description
· Preparation of payroll for all the employees

· Preparation of check vouchers for disbursement purposes

· Maintains petty cash fund of the company

· Handles loan association fund of the company

· Handles bookkeeping records such as Purchase journals, Cash disbursement books, Cash receipt books, Sales journal etc.

Position


:
Accounting Staff

Company

:
PURE & RICH FOOD INTERNATIONAL INC, Cavite, Philippines

Employment Duration
:
May 17, 1999 up to March 31, 2000
Job Description
· Preparation of payroll for all the employees

· Maintains bookkeeping records such as Purchase journals, check voucher and cash disbursement books

· Prepares check & cash vouchers for disbursement purposes

· Prepares SSS, Phil health and Pag-ibig remittances

· Maintains petty cash fund

· Handles loan association funds of the company

Educational Attainment

Bachelor of Science in Accountancy - Philippine Christian University, Philippines – School Year 1995-1999
Government Examinations 
Career Service Professional - Held in CSC-Region IV on April 22, 1999
Career Service Subprofessional - Held in CSC-Region IV on July 3, 1998
Seminars/Training Attended
Microsoft Excel 2003 Level 2 Training - New Horizon Learning Center, Makati City,Philippines ,May 26-28, 2007
