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Career Objective:

To succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self development and help me to achieve organizational goal.
WORK EXPERIENCE

EURO FRAGRANCES LLC
Accountant 

October 23, 2014 to January 07, 2016
· To coordinate with office staffs and Managing Director in US to initiate prompt action to fulfill request of Executive Director of the company. Responsible for coordinating various in house departments and circulating information with regards to transactions. To act as liaison and be responsible for maintaining books of accounts and drafting mails for follow up of supporting documents/files and perform activities to wit; 
· Data Entry of below transactions including preparation / follow up of its corresponding vouchers:

a. Journal Vouchers, Bank Receipts and Bank Payment Vouchers

b. Purchase and Sales Vouchers

c. Credit and Debit Notes

· Daily Update and preparation of Vouchers Monitoring File, PDC Monitoring File, Customer and Supplier Outstanding File, GRN and Notice of Goods  Return

· Filing of Daily Vouchers (JV, BR, BP, CM, DM, GRN & Notice of goods return)

· Preparation of Payment Request, payment details to Suppliers, List of paid Invoices for Stamp

· Preparation of bank reconciliation statement, monthly sales & Purchase Activity Log

· Correspondent with various in house departments and US office staff with regards to payment details (Correspondence), supporting documents (US office staff) and details and clarifications for transactions (Executive Director)

· Preparation of Profit Report for Local Sales Invoice

· Collection and forwarding supporting documents to in house departments and US office staffs

· Performs other duties as assigned by the Dept. Head

JIZAN TRADING COMPANY

Accounting Assistant 

Payables Department

December 24, 2013 to October 22, 2014

Tasks Assigned:

· Prepares all Journal Voucher for the following transactions:

· Monthly Salary, leave pay, bonus, last & final settlement and other incentives & benefits given to all employees 

· Bank transactions such as Telegraphic or fund transfer receive from Customers, bank service charges, month end adjustments on foreign exchange loss/income 

· Discounts given to Customers as per Credit Note

· Other expenses charge to Customers as per Debit Note (freight, insurance & custom charges)

· PRO Settlement of Cash Advances and the expenses incurred

· Visa, medical, labor card, air fare tickets as company expenses & emirates id expenses as charge to employees  

· Monthly depreciation of fixed assets and amortization of other prepaid expenses

· Office supplies consumed for the month  

· Prepares summary of PRO expenses for Cash Advance settlement

· Prepares Credit Note & Debit Note for Customers

· Filing of Journal Vouchers 

· Prepares Monthly schedule on Depreciation of Fixed Assets and Monthly amortization of Prepaid expenses such as Insurance (health, vehicle & fixed assets), Rent (accommodations & Plant Assets) and Supplies on Hand

·  Handles all transactions for an affiliate/sister company from Purchase, Sales, Payment made to Suppliers – processing of Check Request & payment vouchers or recording of payment thru Fund Transfer as facilitated by banking department. Recording of payment received from Customers either thru check or fund transfers. All expenses incurred in operation.

Xavier-Tibod Bank, Inc. ( A Microfinance Rural Bank)
Compliance Officer/Internal Auditor
March 01, 2010 to November 30, 2013
· Prepares quarterly reports as mandated by BSP to be submitted on the designated deadlines of submission

· Annually submit copies of Audited Financial Reports to BSP, BIR & SEC 

· In charge of the preparation of monthly financial reports and compliance report for presentation during monthly board meeting
· Prepares Comparative Financial Reports – Previous Year vs. This Year, Projected FS vs. Actual FS, Actual Monthly Comparative FS and other related reports to be presented for monthly Board Meetings 

· Prepares AMLA Reports and submit to BSP
· Prepares BSP communication letters in reply to BSP concerns/issues of the Bank

· Compiles all BSP, PDIC, FAR  In and Out Communication Letters

· Prepares documentary requirements for BSP for the request of Increase in Capital and amendments to articles of incorporation and by-laws for submission to BSP

· Prepares documentary requirements for amendments on the Articles of Incorporation & By Laws and process approval of the amendments to Securities & Exchange Commission (SEC)

· Conduct Surprise Cash Count on the Cashier & Tellers @ main & extension office
· Conduct Field Surprise Cash Count on Account Collectors
· Conduct review & checking of loan collections with discrepancy as per bank records vs. loan passbook of microfinance clients.

· Prepares Reports on accounts transferred from Current to Past Due and inform/discuss it with Manager, Loan Officer, Acct. Officer for their immediate attention/collection

· Conduct checking on SL vs GL balances and reconciles any discrepancies 

· Check & review on accrual of interest on time deposit and other accrued expenses

· Assist the examiners from BSP, BIR & PDIC during bank audit

· Prepares reply on exemptions noted during examination / audit

· Attend monthly meeting for Rural bankers association Misamis Oriental Chapter

· Set up new policies and amendments on existing  bank policies 
Facil Lending Corporation

March 29, 2007 to January 15, 2009

Accounting Head

· Prepares monthly financial reports for submission to Top Management

· Prepares comparative report  on budget/projected Financial Statements vs. Actual Financial Reports

· Approves loan releases for the day

· Monitors daily cash fund per bank account and prepares daily cash position report

· Check disbursement transactions such as payment of payables, office expenses, petty cash reimbursement and ensures that payables are paid on time
· Ensures that monthly required reports to government agencies (SSS, Pag-ibig, Philhealth & BIR)  are submitted on time

· Prepares the Projected Financial Statement every last quarter of the year

· Check monthly bank reconciliation
· Check daily transaction tickets and daily proof sheets

Kawasaki Plant Construction, Inc

August 22, 2005 up to March 15, 2007

Project Accountant

· Responsible for preparation of billing as per project accomplishment 
· Prepares payroll every 15th & 30th of the month including computation of overtime, other staff benefits such as 13th month pay and approved company bonus
· Prepares check vouchers for payment to suppliers, government agencies for remittance of contributions & taxes, rent payables and other expenses

· Ensures that all payables are paid on time to avoid surcharges

· Record all daily transactions/ticket entries to Quickbooks 

· Prepares bank to bank transaction such as fund transfer via on line

· Prepares monthly bank reconciliation

· Check Petty Cash reimbursement

· Assist internal auditors during examination

· Prepares and submit monthly reports to HDMF, Philhealth, SSS & BIR

· Prepares annual reports to BIR ( Alphalist, 2316 Form, 2307 Form)


· Send monthly reports to head office in Japan via e mail

· Perform other pertinent task as assigned 
Philippine Farmers Bank Inc.

August 19, 1999 up to March 31, 2005
Accounting Head
· Prepares Monthly Consolidated Financial Report for submission to Top Management
· Prepares schedules to Financial Reports 

· Prepares comparative reports Budget Against Actual and analysis on the variances

· Prepares Daily Consolidated Trial Balance for submission to Finance Department

· Reconciles Due to/from Head Office Balances

· Prepares Bank Reconciliation monthly

· Prepares weekly, quarterly, semi-annual & annual reports as required by PDIC, BSP & BIR

· Check Vouchers and daily transactions prepared by the bookkeeper

· Checks Petty Cash Replenishment 

· Check Accuracy of reports submitted by Branch Bookkeepers

· Assist auditors from BSP, PDIC, BIR and internal auditors during examination

· Prepares all the requirements required during audit

· Perform other pertinent task as assigned 

PERSONAL INFORMATION

Nick Name           
  :      Jenny

Sex                            
  :      Female

Status                    
  :      Single

Citizenship            
  :      Filipino

EDUCATION

1991-1995

Mindanao State University- Iligan Institute of Technology

Bachelor of Science in Accountancy 
1985-1989


Pax High School

1979-1985


Margosatubig Regional Pilot School

Skills and Qualifications:

· Speaks English and Filipino
· Computer Literate: Microsoft Word, Excel
· Proficient in Tally & Quickbooks Accounting System 
· Bookkeeping
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