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DAISY 

OBJECTIVE:
To be able to gain kn owledge in differ en t accoun tin g pr ocess an d be part of your compan y as an asset.

SKILLS:
Knowledgeable with MS Office application, Tally, Peachtree, QuickBooks, Columbus, ERIC, and SAP, with skills in Stock trading.

WORK EXPERIENCE:

Wonders Infinity Tourism LLC – Accounts Manager
January 2014 – present
Duties and Responsibilities:

· Making of General and adjusting entries needed to be accounted for.
· Reviews general ledger on a monthly basis to ensure accuracy of posting
· Prepares Bank Reconciliation
· Supervises, directs, and reviews the work of the accounting staff including: 
· Cash reconciliation
· Accounts receivable transaction
· Accounts Payable transaction
· Maintains organized set of detailed records and files to document financial transactions
· Monitor and maintains the asset schedule and depreciation on a monthly basis.
· Prepares Monthly Financial Report (Balance Sheet and Income Statement) and Marketing Analysis
· In charge for assisting the needs of the External Auditor.
· Checking of all payments
· Claiming of refunds from the suppliers.
· Reviews, analyzes and cheeks payroll forms and reports for accuracy and makes necessary adjustments or corrections
· Creates and maintains payroll account codes
· Process payroll distribution, direct deposit through WPS.
· Sets up and reconciles voluntary payroll deductions and prepares reports.
· Completes appropriate forms for special wages/salary payouts and adjustments or to correct or balance a special situation.
· Researches, analyzes and resolves payroll-related problems or questions.
· Compiles payroll reports for both internal and external purpose; submits to Financial Controller for review.
· Monitoring of Leave allowances and air ticket benefits of staff.
· In-charge of calculation of year end service benefits or any other claims of employee.
· Ensure that all office supplies issued to staff is properly documented and accounted.
· Monitor the employee file and records the leave credits when earned and utilized
· .Ensuring that medical certificate or leave form is filled and signed by the immediate supervisor for proper consideration in the payroll processing.
· Making policies and procedures for  the accounts and all departments subject for  approval by the Financial Controller and the Owner
· Helping in development of the Columbus System used by the company and tracking all errors and coordinates with the Technical team.

Internal Auditor

January 2012 – December 2013
Duties and Responsibilities:
· Auditing of all bookings made by the reservation
· Auditing of all Payables before disbursement.
· Ensure data accuracy and comply with established procedures
· Ensuring the contracts with the supplier were properly posted in the system and that all related bookings as aligned with the proper costing.
· Auditing of cash balance and transaction made by the disbursing staff.
· Ensuring that the group bookings are base on the quotation give to avoid any discrepancies from the agents

· Checking of Invoices received from the supplier if it is matching with the contracts.

· Assist the External Auditor in all the things they need during the audit.
· Ensuring that all policies and procedures of the company were strictly followed.

· Reviewing of the Financial Reports before submission to the management.

· Other works assigned by the Management.
General Accountant
May 2, 2011 to January 2012
Duties and Responsibilities:
Prepares daily cash payments for Hotel bookings and other suppliers o Cash or/ Cheque
Prepares monthly summary Accounts Payable for credit Hotels

Reconciliation of Accounts Payable
o Credit Hotels

o Transportation supplier

o Other payable
Prepares monthly Bank Reconciliation

Monitor daily cash flow

Confirmation of payment to the hotels through mail
Other work assigned by the HOD
Isabela Hotel and Resort - General Accounting Supervisor

August 2010 to April 2011

Cauayan City Isabela, Philippines

Duties and Responsibilities:

Prepares the daily invoices for the guest checking out.

Checking of the purchase invoice and prepare the payment to supplier according to the credit terms.
Prepares monthly bank reconciliation (disbursement and deposit)

In-charge of the stock taking / inventory count for proper costing every month end

Checking of time sheet of the employee for salary making.

Prepare 15th and 30th salary through bank transfer request

Assist the Financial Manager in preparation of Income Statement and Balance Sheet for BIR purpose and for Management Presentation.

Other work assigned by the Manager

Maison de Joelle Beauty Center-Accountant/Cashier
Auguts 2008 to August 2010
Villa#585b, Jumeirah 3 Beach Road
P.O. Box21536 Dubai, UAE
Duties and Responsibilities:

Cashiering

o Preparation of daily summary of cash/credit card income for remittance.

O Petty cash liquidation and replenishments
Prepares monthly summary of Income
Payroll Preparation thru WPS

Monitoring of Accounts Receivables

Sending Local Purchase Order (LPO) to suppliers

Checking and receiving of stocks from supplier

Prepares and reconcile month end inventory

Filing of Employees accountable forms.

In-charge of SMS brigade for the entire customer in all marketing promotions.

Other work assigned by Joelle Mardinian and the Managers (Operation & Marketing Manager).

Finance Analyst – Accounts Receivable
Green Cross, Inc.
14th Floor Common Goal Tower Finance corner Industry Street Madrigal Business Park Alabang Muntinlupa City
Duties and Responsibilities:
Verify customer information by phone

Assesses credit risk

Issues credit application form to customer

Checks for completeness of all information and attachments to the credit application form

Calls backs and other suppliers of the customer or coordinates with third party credit investigation agencies and with sales personnel for additional information regarding customer.

Generates report on customer payment and purchasing behavior.

Consolidates and analyzes information to come up with recommendation for terms and limits to be applied to customer.

Ensures that the general ledger balance of Accounts Receivable tallies with the Subsidiary Ledger.

Ensures timely collections of Accounts Receivable
Generates weekly aging report and daily hold list.

Coordinates with collectors, customer service representatives and customers.

Sends statement of Account Receivable and follow-up/ demand letters to customers.

Submits list of delinquent accounts to legal affairs.

Updates customer Accounts Receivable Status

Follow up customers for submission of the certificate of tax withheld.

Processes credit memos on time.

Reconciles deductions from payments of customers against approved contracts, special discount approval forms, and credit memos.

Notifies appropriate personnel to process sales order after coordinating the verification of cash and check deposits with the Treasury Manager.

Maintains and keep related documents

Perform other related duties as may be assigned either in support of departmental goal or for his/her personal or professional training, education or development as programmed by his/her immediate superior.

Hot Disk Business Enterprises- Accounting Officer
124 Col. Ballecer Street Zone 6, Signal Village Taguig City
Duties and Responsibilities:
Aging of Accounts Receivables

Disbursement of expenses

Follow up collection from customer

Preparation of Financial Statements (Balance Sheet and Income Statement)

Cash flow analysis- monitoring of different banks (BPI, BDO and Citibank)

Payroll preparation and employee benefits

Autospectrum Corporation (MAZDA Alabang)- Accounting Assistant
Filinvest Corp. City, Alabang-Zapote Road
Alabang Muntinlupa City

Duties and Responsibilities:
Record expenses at cash disbursement book

Monitor Cash position of the following Bank Accounts:    Banco De Oro, Allied Bank and Metro Bank

Prepares schedule of the following

a.Schedule of Notes Payable – Banco de Oro

b.Schedule of Notes Payable – Metropolitan Bank & Trust Company c.Schedule of Depreciation Expense

d.Schedule of Taxes & Licenses e.Schedule of Financing Charges f.Subsidiary Ledger (Supplier)

Maintains record of Fix Assets

Handles Insurance of 4 companies for payment such:

· Investors Assurance Corporation
· MAA General Assurance Phil’s. Inc.
· Pioneer Insurance & Surety Corporation
· Paramount Life and General Insurance Corporation
Filling and recording of check voucher both supplier’s folder and CV folder

Handles Ford Group Philippines account (receivable and payables)

Checking of Time Sheet
Posting of GL entries

Asialink Finance Corporation- Loan Processor
Santiago – Tuguegarao Branch
Duties and Responsibilities:
Confirmation of clients on their approved loan

Releasing of Loan Proceeds

Preparation of Chattel Mortgage

Prepares Petty Cash and Reports of Clients Records

S & J Marketing - Bookkeeper / Accounting Assistant
Cabaruan National Highway
Cauayan City Isabela
Duties and Responsibilities:
Record Disbursement book

Record Cash Receipts book

Prepare Financial Statements of 11 branches

Consolidated Financial Statement

Payroll preparation

Disbursing of expenses

Consolidation of Accounts Receivables

Updating of Subsidiary Ledger of Clients and Supplier

EDUCATIONAL ATTAINMENT
September 2015 

Associate Financial Planner (AFP) Training course
License no : 02016818

May – October 2002

Professional Review and Training Center (PRTC)

1998 – 2002
St. Paul University, Tuguegarao, Cagayan
Bachelor of Science in Accountancy
Athletic Award – Silver Medal

Arts & Culture Award – Bronze Medal Leadership Award – Bronze Medal
Campus Ministry Leadership Award –Certificate PESFA Scholarship Award - Certificate

1994 – 1998
Isabela Colleges, Cauayan, Isabela
•Secondary Education Valedictorian
1989 – 1994
Isabela Colleges, Cauayan, Isabela
• Elementary Education
2nd Honorable Mention

PERSONAL DATA:
Date of Birth
: December 28, 1980

Age
: 35

Civil Status
: Married

Nationality
: Filipino

Visa Status
: Residence visa will be expire on July 2017 (Transferable)
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