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Career Objectives:
With more than 7 years of extensive experience as Accountant. Seeking a challenging role where my skills can be put to a good use, thereby making significant contribution to the company.
PROFESSIONAL EXPERIENCE:

Position

- ACCOUNTING SUPERVISOR
Date

- January 2013 to August 2015
Address

- Poblacion Maitum, Sarrangani Province, Philippines
Company
- Lemon General Merchandise
Company Profile


A private entity engaged in retail and wholesale selling of hardware, construction, plumbing & electrical materials, machineries and tools & equipment.
Duties & Responsibilities:

● In-charge in recording and monitoring of accounts receivable, accounts payable & all accounting related transaction.

●Supervising the filling of taxes and other permits to government agencies.

●In-charge in supervising and monitoring employee attendance and payroll.


●Bank balance monitoring.

Position

- GENERAL ACCOUNTANT
Date

- December  2009 to October 2012
Address

- Al Quoz Industrial Area 3, Dubai, UAE
Company
- Haven Fire & Safety LLC
Company Profile

Is a leading fire protection supply, design, installation and commissioning of all fire & safety equipments.
Duties & Responsibilities:
● Responsible for handling petty cash fund from making cash cheque up to finalization and cash related transaction, like accepting payments and issuing receipts of the cash customers.
● Handling accounts receivable chasing payments to customers.
● Handling advances for expenses up to finalization.
● Handling accounts payable.

● Reconcile payment to suppliers every end of the month. (ledger vs. statement of account)
● Assist financial manager in generating monthly closing and reports.
● Assist raising and monitoring of purchase order status local and international supplier.

● Resolve all queries both customer and suppliers concern.
● Responsible for conducting stocks inventory counting every 6 months.

● Analyze and investigate material inventory variances (System vs. Actual) and discuss to immediate head/directors to come up actions.

● Responsible in overtime payroll computation of monthly salary for more than 40 technician every month.

Position

- Accountant – Accounts Payable
Date

- February 05, 2007 to May 30, 2009

Address

- Davao City, Philippines

Company
- Citihardware Inc. (The Architectural Company)

Company Profile

A private corporation engaged in the retail and distribution of building construction finishing materials. As of January 2009, it has 25 store branches in different major cities in the Philippines. 

Duties & Responsibilities:
· Receiving and reviewing all supporting documents for disbursement
· Ensures completeness, accuracy and validity of supporting documents before processing payments
· Responsible in checking errors in costing quantity, quality and description of a certain item received versus the suppliers’ Delivery Receipt
· Set-up liability accounts in the system and process disbursement, and ensures timely recording of all liquidated advances
· Assisted in monthly closings of advances to suppliers

· Responsible in identifying and recording proper accounts related to disbursement
· Timely and accurate recording of purchase invoice to accounts payable ledger
· Responsible in preparing and disbursing cheque payments to suppliers with Accounts Payable Voucher and Cheque Voucher. Analyzing proper entries affecting the transaction and maintaining paid documents file
· Responsible for releasing cheques to suppliers and proper documentation of the receipt of cheques disbursed

· Responsible in clarifying to field personnel regarding incorrect and insufficient data for validity and accuracy in recording and posting of journal entries and proper cheque disbursement
· Responsible in payroll computation of monthly salary for all assigned branch security guards

· Responsible for bank account transfers thru the Internet banking for branch employees’ payroll and /or immediate cash need of branch office
EDUCATION:
College

-
A graduate of 4-year Bachelor of Science in Accountancy




University of Mindanao, Davao City, Philippines – 2002 to 2006
Vocational
-
A graduate of 2-year Computer Secretarial




Maco Institute of Technology, Compostela Valley, Philippines – 2000 to 2002
LANGUAGE & SKILLS:
Language 
-
English and Tagalog

Computer Skills
-
Microsoft Word, Excel, E-mail and Internet Research


-
Great Plains accounting software, Fox Pro
Key Skills
-
Adaptability and ability to work under pressure, attention to detail & organized.

PERSONAL DATA:
Date of birth
-
June 21, 1983

Place of birth
-
Bukidnon, Philippines

Civil status
-
Single

Religion

-
Roman Catholic

Nationality 
-
Filipino
