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ACCOUNTANT
PERSONAL INFORMATION

Marital Status
:
Married



Nationality

:
Filipino

Language

:
Mother Language (Tagalog) & English
CAREER SUMMARY
In my years of intensive experience in my practices, have been involved in multitudes of works and projects. Well – exposed on pressured and quality output environment. Exercise good works ethics and reliable in meeting goal, objectives and deadlines especially in managements and accounting works. As my time of duties, I am able to manage businesses and people, read and explain Financial Statements especially in Auditing purposes. With this skills, I hope I could be a significant resource to any of your institution.
OCCUPATIONAL OBJECTIVE
To be a part of a progressive organization where my knowledge, skills and ability will lead to a responsible position and establish a career where I can apply a highly motivated among all other nationalities and unify my works and efforts towards my goals, to be acknowledged as to contribute, build and motivate a high performing team focused on satisfying customer needs.
SKILLS & STRENGTH
· Ability to perform duties, manage business & people, work financial statements especially in auditing.
· Literacy in MS Office Operation, Internet Browsing, Data Encoding,   Sending & Receiving E-mails.

· Excellent grasping power ability to learn.
· Able to handle responsibility and maintain management confidentiality.
· Excellent interpersonal communication skills.
· Displaying aggressive hospitality that can manage less supervision.

· Self-motivated and hardworking who is ready to work under pressure.
· Able to assist other member of staff in organizing their works.

· Good analytical and problem – solving skills.
PROFESSIONAL EXPERIENCE
July 2007 up to 31 July 2015
M/s Somar Aluminium & Glass Manufacturing Corp.

Al Qusais, Dubai, U.A.E.
Company Industry: Contracting & Manufacturing

Job Role: Accountant cum Purchaser cum Administrator 
Duties & Responsibilities:
(Accountant)
· Assists the Finance Manager in preparation of Balance Sheet and Financial Statement.

· Assists to Auditor and Analyst in all records and reports of the company.

· Maintained proper book keeping of accounts and other records in line with the statutory and company requirements.
· Prepares and finalizes accounts of monthly management reports.
· Coordinate for budget collection and preparation of budget, analysis of quarterly financial results with budgets.
· Prepares and updates cash flows.
· Handles bank related matter & reconciliation of different accounts.
· Liaison with internal and external auditors.
· Supervise cashier functions and reconcile as and when required.
· Ensure accounting documents for accuracy and compliance before payments.
· Coordinates with the senior management for accounting system designing / changes and ensure their implementation.
· Handles payables both for goods and services and control their aging.
· Prepares and maintains credit purchases.

· Prepares weekly, monthly and yearly reports of all Account Receivables.

· Maintains and follow – up all receivables of the company.

· Prepares and maintains records of customers for monitoring purposes.

· Assists in preparing Bank Payment Voucher and Cheques for payment
· Issues Receipt Voucher of all Collections received.
· Prepares the salaries of all employees including leaves and benefits

· Prepares and maintains all records of absences and leaves of all employees.

· Prepares monthly bills of telephone, dewa and other bills for payment.

· Monitors Customer Account to ensure updated credit balances and to avoid discrepancies with our company.

· Responsible in preparing monthly customer’s invoices.

· Reconciles customer’s duly approved payment certificate against our invoices.

· Responsible in handling petty  cash for company ‘s daily expenses.
· Received collection from the customers, may it be cash or cheques.

· Handles all internal / external correspondence.

· Enters Receipt Voucher to the system to maintain updated balances of customer by automatically reversing when it is ready for deposit.

· Prepares Journal Entry for every transaction to maintain updated reports flow from time to time.
· Prepares Cash Payment Voucher and cheques for duly approved accounts of company’s Accredited Supplier.

· Monitors issued Post Dated Cheques from the customer if ready for deposits.

· Prepares Credit Note for duly approved clients and automatically make necessary entry to ensure new accounts balances from the company
· Certify payments of all duly approved Supplier Invoices and to ensure Purchase Voucher to update the records.

· Responsible in calculation of Time Card for each employee as payroll management and finalization.
(Purchaser) 
· Received all Purchase Requisitions of all materials needed.
· Prepares and sends inquiry to all suppliers of requested materials.

· Prepares Purchase Order of all materials needed by the company.

· Follow – up all ordered materials and other products.

· Received Invoices of all Suppliers for materials delivered.

· Prepares and maintains all records of all suppliers.

· Reconciles all records of the company from all suppliers 
(Administrator)
· Assists to the General Manager and chief accountant, worked closely with the manager providing administrative support usually on a one-to-one basis including decision-making processes, deputizing for his name, a spokesperson for his absence.
· To provide general assistance during presentations and taking on some other manager’s responsibilities and administrative tasks.
· Responsible in all documents related, managing junior staff and HR issues, such as creating staff documents, health and safety and dealing with staff problems.
· Handling accounts and complete HR responsibilities of the company
· Control and assigned staff and labourer in all business matter.
· Liaising / managing relationships internally and externally, building long term relationships with focus on organizational benefits
· Act as his first point of contact with people from both inside and outside the company.
· Assists the manager with any projects that are working on.
· Perform other miscellaneous job-related duties like monitoring staff and labourer accounts. 
· Organized meetings, ensuring the manager is well-prepared for his appointments.
· Manages, devises and maintains office file system including data management. 
· Liaising with clients, suppliers and other staff, producing documents, briefing papers, conducts photocopying, reports and presentations.
· Take appointments and plan the diary, refer and deal with emails, faxes and post, make travel arrangements and updates mailing lists.
· Deals with correspondence and writing letters. 
2003 – 2007

Municipality of Paombong, Bulacan, Philippines

Company Industry: Accounting Department

Job Role: Municipal Accountant (Officer-in-Charge)
October 01, 2004 – June 15, 2007
   Financial Business Management

October 01, 2004 – June 15, 2007
   & Audit Analyst II
   Bill Collector




February 04, 2003 – Sept. 30, 2004
Duties & Responsibilities:
· Maintains all their projects, as involved in preparation & maintenance of record of Financial Statement.

· Certified the budgetary allotment to which appropriations, expenditures and obligations may properly charged and prepared.

· Maintained record of balances of Account Payables and Cash Advances

· Prepares monthly Bank Reconciliation, computed and recorded monthly Real Property Tax (RPT)

· Involved also in many government auditing

2003 – 2007

Risen Christ Christian Ministry (RCCM)



Job Role: A Volunteered Auditor & Financial Analysts
Duties & Responsibilities:
· Provides rules and regulations of Financial Management of the church

· Implements and monitors the Financial Plans and Objectives of the church

· Audits all Financial aspects of the church and reports the results of the said audits.

2001 – 2002

Magic Four Movers


Company Industry: Sub - Contracting


Job Role: Operations Managers / Accountant
Duties & Responsibilities:
· Assigned to monitor the operations and financial of the company.

· Controlled the incoming and outgoing Cash Flows

· Prepares weekly / monthly / quarterly/ yearly Financial Statements and evaluates the said financial statements.

1992 – 1997

Geronimo Resources & Development Corporations (GERDEV)


Company Industry: Group of Company (Field Resources)


Job Role: Vice – President & General Manager 
1993 – 1996




   Operations Manager



1993




   Administrator



1992 – 1993
Duties & Responsibilities:

· A multinational company involved in development of farms, fishponds and realties 
· Managed and maintains the works and people
· Involved also on auditing and analysis of Financial Aspects of the company.
1991 – 1992

General Fund & Lending Inc. (GENFUND)



Company Industry: Lending



Job Role: Cashier




August 01 – October 31, 1992




   Accounting




February 01, 1992 – July 31, 1992




   Bookkeeper




June 01, 1991 – January 31, 1992
Duties & Responsibilities:

· Prepares quarterly aging of receivables and monthly / quarterly / yearly Financial Statements and Bank Statements of the company

· Records and posts loans to ledger

1991 – 1992

Dr. Padang Dental laboratory

1990 – 1991

St. Joseph Dental laboratory

Company Industry: Dental Laboratory

Job Role: Dental Technician
Duties & Responsibilities:

· Assists all dentists, manage the laboratory and in-charge for all dental laboratory works

· Mostly involved in management of technicians
ACHIEVEMENT TRAINING COURSES

· Basic Training Course for Officers and Employees of Non – Stock and Loan Associations
· Bangko Sentral ng Pilipinas



Aug. 08-19, 1994

· Government Association of Certified Public Accountants Bulacan Accountants League, Inc.
· Financial Administration and Good Governance        August 26 – 28, 2004

· Budgeting Forum

· Department of Budget and Management

September 30, 2004

· How to Start & Manage a Profitable Business
· Third World Management & Technical Services
November 25, 2004

· Forum on Electronic New Government Accounting System (e-NGAS)
· Commission on Audit



November 26 – 27, 2004

· 1st BALI Overseas Planning Conference
· Bulacan Accountants League Inc.


December 01 – 05, 2004

· Bangkok, Thailand

· Use of New Baranggay Budget
· Department of Budget and Management

November 10 – 11, 2005

· Seminar on New Baranggay Accounting
· Commission on Audit



April 13 – 17, 2007
EDUCATIONAL BACKGROUND

Jose Rizal University


:
S.Y. 1990 - 1994

Mandaluyong City, Philippines

Bachelor of Science in Accountancy (BSA) – Cum Laude
Centro Escolar University


:
S.Y. 1988 - 1990

Manila, Philippines


Dental Technology, College of Dentistry – Magna Cumlaude
Character References: will be furnished upon request
If I am given an opportunity to work under your kind rules and regulations, I assure you that I would

discharge duties utmost satisfaction of my superiors
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