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OBJECTIVE:

To obtain a challenging position in your institution wherein I can utilize my attitude, knowledge and skills in rendering services especially in the field of accounting.
EDUCATIONAL BACKGROUND:
COLLEGE
Bachelor of Science in Accountancy

University of the Assumption


Unisite Subdivision, Del Pilar, City of San Fernando, Pampanga


April 13, 2012
Achievement:

Awarded with special citation as BEST IN FEASIBLITY STUDY which main focus is about service business on April 2012.
SECONDARY
Pampanga High School

Lourdes, City of San Fernando, Pampanga

April 4, 2007

ELEMENTARY
San Isidro Elementary School

San Isidro Bacolor, Pampanga


April 11, 2003


WORKING EXPERIENCES:

*Finance Assistant - Premier Cars BMW- Laus Group of Companies City of San Fernando Pampanga (January 21, 2013 to May 2013).

Job Description:

· Check and monitor daily bank deposits and withdrawals.

· Responsible for the Accounts Payable.

· Check and approved company disbursement.

· Check and approved company accounts payables issued by accounting officer.

· Maintain listing of accounts payable.
· Review updated vendor detail files.
·  Monitor accounts aging to ensure payments are up to date.
·  Reply to vendor inquiries.
·  Reconcile vendor statements, research and make corrections of discrepancies.
·  Ensure the confidentiality and security of all financial files.
· Compute EWT of supplier and submit to B.I.R. on monthly basis.

· Check EWT of customer and submit to B.I.R. on monthly basis.

· Compute monthly VAT based on input & output tax and submit to Bureau on Internal Revenue (B.I.R)
· Assist in preparing financial statement report and submit them to the Finance Manager.

*Completed 200 hours on-the-job training at East west Banking Corporation San Fernando Pampanga Branch (July - September 2011).

*Junior Accountant  - Safar Onshore and Offshore Gas and Oilfields Services, LLC., Dubai, United Arab Emirates (June 23, 2013 to November 30, 2015).
Job Description:

· Responsible for the Accounts Receivable.

· Prepares statement of account of customers.
· Responsible for the company’s collections.

· Reconcile Accounts Receivable of customers.

· Prepares aging of accounts receivable.
· Prepares invoices for customers.

· Set-up new customers in the Enterprise Resource Planning (ERP) system 

· Download customer invoices from all our affiliated group of companies to email/send thru courier to customers.

· Ensure correct coding of all customer invoices and payments in the system.

·  Maintain and organize support for customer remittances (wire & credit card payments) 

· Respond to customer inquiries regarding invoices, delivery note and purchase orders.

·  Reconcile customer statement of accounts and correct discrepancies as necessary.

· Responsible for the bank reconciliation at the end of the month.

· Assist in the preparation of the financial statements submitted to the Finance Director every 5th of the next month.

Note: We are using Microsoft Navision as our accounting system.

PERSONAL CHARACTERISTICS:
 Excellent written and verbal communication skills 

 Ability to communicate effectively both verbally and in writing with customers and 

     employees in a professional manner 

 Strong attention to detail

 Strong work ethic

 Organization and planning 

 Problem analysis and problem-solving 

 Strong team player, works well in a collaborative environment

 Ability to thrive in an entrepreneurial, dynamic growth-oriented environment
 Highly Motivated, Pleasant Personality, Cheerful and Hardworking.

 Enthusiastic, quick to learn with good interpersonal and organizational skills.

 Have a high sense of responsibility and believe in “It pays to work hard”.


GENERAL QUALIFICATIONS:

    Language and Degree of Proficiency:

Oral and Written:



Filipino
 :
Highly Proficient



English
 :
Proficient
    Computer Skills:

Windows Application:

Microsoft Word

Microsoft Excel

Microsoft PowerPoint

Accounting Systems
Navision
Peachtree

JD Edwards Oracle

TRAININGS AND SEMINARS ATTENDED:

SAP BUSINESS ONE Training Program
University of the Assumption

November 2011- March 2012

Seminar on Financial Instruments

Multi-Purpose Hall, University of the Assumption

October 2, 2009

Auditing Theory Seminar- Philippine Standards on Auditing

Multi-Purpose Hall, University of the Assumption
January 5, 2011

Updates on the Philippine Financial Reporting Standards (PFRS)

Multi-Purpose Hall, University of the Assumption

February 17, 2011

Small and Medium Size Entities (SMEs)

Multi-Purpose Hall, University of the Assumption

March 10, 2011
Personality Development Seminar

Multi-Purpose Hall, University of the Assumption

September 20, 2011

Seminar on Internal Auditing
Multi-Purpose Hall, University of the Assumption

March 3, 2012
       I hereby certify that the above information is true and correct to the best of my knowledge and belief.







   ______________________________







          ANGELEE







             Applicant

Angelee


Dubai, United Arab Emirates


DOB/Age: 12 Oct.1990 (25 years old)


Marital Status: Single


Height/Weight: 5’4”/ 110 lbs




















