SHIRLEY NANGPI 

Email Add: 261022@gulfjobseekers.com 
Visa Status: Tourist Visa

Expiration Date: March 11, 2016

JOB OBJECTIVE: To enhance my skills and obtain career growth

	
	PERSONAL DATA

	Birthday: May 18, 1975
	Nationality: Filipino


Birthplace: Malate, Manila

Educational Attainment: Bachelor of Science in Accountancy

Holy Angel University

Sto. Rosario St., Angeles City

March, 1996
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WORKING EXPERIENCE

Company: Sweet Corn General Trading LLC. (Distributor of Alicafe products)

Address: Plot#215-119 Al Marrackech St., Umm Ramool, Al Rashidiya, P.O. Box 86860, Dubai, UAE

Tel. No.: +971-4-285-5519 Fax: +971-4-286-3229/+971-4-286-3252 Position held: General Accountant

Date: November 08, 2011 – December 01, 2015

Accounting software used: Peachtree v.2011, Realsoft, Microsoft Dynamics Job Description: Nov. 08, 2011 – Mar. 31, 2014

· Franchisee Sales & Credit Monitoring

· Corn Outlets-Daily Sales Report checking & validation

· Checking & modification of Stock Transfer-Corn Outlets

· Summarization & Finalization of Inventory Reports for Financial Reporting for Corn Division

· Checking & validation of Corn & Cash Shortages Report

· Invoicing and preparing load sheets in the absence of person-in-charge

· Do secretarial functions in the absence of the receptionist

· Handle petty cash in the absence of the petty cash custodian

· Safekeeping & Filing of Franchisee Agreements & Rental Contracts

· Safekeeping & Filing of Franchisee Transactions-Invoices, Receipts

· Journals

· Prepare & send statement of account to corn franchisees

· Handle aging of accounts receivable for corn division

· Recording of sales collections in DMS-corn division

· Handling Accounts receivable related issues-corn division

· Perform other task that maybe assigned from time to time

· Computing Landed cost of purchase imports-Corn Division

· Month-end Corn Inventory counting & reporting

· Preparing variances report for corn division

· Handling Daily Fresh Export Trade documents

· Handling Daily Fresh Foods Accounting

· Computing Promoters payroll & commission

· Handling Advertising & Promotion for Trading Division

Company: Cuisino & Media Concepts Inc.

Address: Unit 121 G/F Skyfreight Ctr., N.Aquino Ave., Parañaque City, Philippines

Tel. No.: +63-2-851-0705 Position held: Finance Officer

Date: November 15, 2008- October 31, 2011 Accounting software used: Quickbooks Premier v.2008 Job Description: ◊ Bookkeeping

· Filing

· Prepare financial statements

· Coordinates with the external CPA for government reports

· Prepares SSS, Philhealth, Pag-IBIG and Withholding tax certificates ◊Prepares vouchers and cheques and reports directly to the President for

other expenses

· Handles petty cash fund

· In-charge of payroll

· Act as the company representative for government agencies (SSS, Philhealth, Pag-IBIG, BIR & SEC)

· In-charge of government remittances

· Handles renewal of all permits of operation

Company: Living Stone International School, Inc.

Address: 43-B Marlim Blvd. Ext cor Debra St., Pulung Maragul, Angeles City, Philippines

Tel. No.: +63-45-892-5337 Position held: Accounting Officer

Date: December 18, 2006 – November 07, 2008 Accounting software used: Quickbooks Premier v.2006 Job Description: ◊ Handles petty cash fund

◊ In-charge of payroll

◊ Act as the company representative for government agencies (SSS, Philhealth, Pag-IBIG, BIR & SEC)

· In-charge of government remittances

· Prepares SSS, Philhealth, Pag-IBIG and Withholding tax certificates

· Make board resolutions, G.I. sheet and financial statements

· Handles students’ accounts

· Cashiering

· Prepares vouchers and reports directly to the President for other expenses

· Makes tuition fee schedules and justification for school’s expenditures

(for DEPED requirements)

· Filing of vouchers.

· Bookkeeping

· Handles renewal of all permits of operation

Company: Positive Response Vision, Inc.

Address: 1681 Jesus St., Sto. Cristo, Angeles City, Philippines

Tel. No.: +63-45-887-4344 / +63-45-625-9416

Position held: Branch Admin Assistant / Branch Assistant Supervisor Date: April 01, 2003 to December 15, 2006

Accounting software used: No software just manual (MS Excel, Word) Job Description: ◊ Encoding clients’ profiles

· Responsible in recruiting

· Handle petty cash

· In-charge of payroll

· Supervise telemarketers & messengers in the absence of the Sales

Supervisor

· Monitors forms and office supplies used by the branch

· Routing phone calls

· Filing.

Company: Verman General Services, Inc.

Assignment: United Laboratories Inc.

Address: Bo. San Isidro, city of San Fernando Pampanga, Philippines Position held: Secretary

Date: December 01, 1999 to March 31, 2003

Accounting software used: No software just manual (MS Excel, Word) Job Description: ◊ Prepares sales report

· Booking of orders

· Data encoding

· Filing

· Entertain phone calls.

Company: Bank of Commerce

Address: 6764 Bankers’ Center Bldg., Ayala Ave., Makati City, Philippines Tel. No.: +63-2-810-0611

Position held: Payroll Clerk

Date: November 03, 1997 – November 14, 1999 Accounting software used: In-house accounting software Job Description: ◊ Routing phone calls

· Prepare various certifications requested by the staff;

· Prepares and submits W4 forms to BIR;

· Handles government remittances (SSS, Philhealth, Pag-IBIG & BIR);

· Update bankbook;

· Sorts & distributes documents for Payroll Department;

· Monitor the forms & office supplies used by the said department;

· Sorts distributes payslips;

· Acts as the department’s property custodian;

· Perform other duties as maybe assigned by the Department Head

I hereby certify that the above information are true and correct to the best of my knowledge.

