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CAREER OBJECTIVE
I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.

PROFESSIONAL SKILLS:

· Knowledgeable in Accounting Software - Sage Pastel & Tally ERP.
· Basic understanding of accountancy and bookkeeping.
· Ability to quickly learn new complex software.
· Ability to analyze and interpret.
· Ability to meet deadlines and to work under time pressure.

· Highly trustworthy, discreet & Ethical.

· Adaptable to new concepts and responsibilities.
· Detail Oriented.

· Exceptional organizations skills.
QUALIFICATIONS:

· Working Knowledge in Microsoft Office Application, Microsoft Excel, Microsoft Word, Internet, Adobe & Power Point.

· Self motivated, Flexible & Fast Learner, yet disciplined.
· Work well with others and various levels. And I can work effectively and efficiently.

· Over Seven Years of experience in accounting field.

WORKING EXPERIENCE:
ADMIN/ACCOUNTS ASSISTANT

THE GRAND GRILL LLC
Habtoor Grand Resort & Spa
Dubai Marina, UAE
November 01, 2008 to December 7, 2015
Duties and Responsibilities:
· Handling Daily Sales Report of all outlets of the Grand Grill Group (3 Outlets).
· Receiving and processing all invoices, receipts & payments.
· Review deliveries against the orders (LPO).
· Verify calculations and input codes in to the accounts system in accurate manners. 
· Performs clerical works including mailing, scanning, faxing & photocopying.
· Arranging payment for DEWA staff accommodation, telephone, internet and fax.
· Maintain office supplies.

· Compares print-outs against source documents and journal entries to verify accuracy, and prepares input forms to reconcile errors.
· Reconciled for maintaining records of Fixed Assets.

· Managing petty cash control/reconciliations & replenishment.
· Rent Contracts renewal & payments.
· Receives and counts cash; maintains cash book or other control records. 
· Handling & Prepares cheque’s for payment.
· Reconciled intercompany accounts.
· Bank accounts reconciliations.
· Salary Entry & Reconciliations.

· Answer telephone calls from customers and suppliers regarding enquiries.
· Prepare monthly balance sheet schedules.

· Prepared supporting documentation for auditing whenever customers or auditors required.

· Coordinate special projects as requested; performs other duties assigned.
ACCOUNTING CLERK

PHILIPPINE POSTAL CORPORATION

NCR- Liwasang Bonifacio, Manila, Philippines
January 2005 to July 2008

Duties and Responsibilities:
· Consolidate the abstract of Miscellaneous Receivables. Post to Subsidiary ledger. Prepares in monthly working papers.

· Encoding and inventory the Monthly Report of Postage Stamps and Philatelic Stamps for various post offices. 

· Maintain inventory files.

· Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable). 
· Maintains accounting records by making copies; filing documents.
· Reconciles bank statement by comparing statements with general ledger.

· Provides reports as required by Finance management team.
· Assist with audit preparation and end of year closings.
· Does other related duties as may be assigned my superior.
AFFILIATION
CIVIL SERVICE COMMISSION: Civil Service Professional Passer

Rating: Eighty and 10/100 <80.10>

Exam No.266837

Date: April 25, 2004

Place: A. Roces Avenue, Quezon City, Philippines
EDUCATION/TRAININGS
LEARNERS POINT 
Bur Dubai, Dubai UAE
Certification of Completion: Training program for TALLY.
PHILIIPPINE POSTAL CORPORATION

Manila, Philippines

Certification of Attendance: Orientation Training program I & II
.
EDUCATIONAL ATTAINMENT:

PHILIPPINE MARITIME INSTITUTE COLLEGES

Sta. Cruz, Manila Philippines

BACHELOR OF SCIENCE IN CUSTOMS ADMINISTRATION

Graduated-SY 2000-2004

PERSONAL INFORMATION

Birth Date:                                            February 28, 1983

Civil Status:                                          Married

Gender:                                                 Female 

Nationality:                                           Filipino

Visa Status:                                          Tourist Visa
