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MS. JULIA
Email add:
julia.369439@2freemail.com 
Preferred Location:
Abu Dhabi, UAE
Salary Expectation:
5000-7000
Nationality:

Filipino

Marital Status:

Married

Date of Birth:

July 18, 1977 (39)

Visa Status:

3 months visit visa 
OBJECTIVE

Aggressive individual seeks a position that utilizes operations and financial analysis to come up with wide range of sales and customer service in a reputed and challenging organization.

QUALIFICATIONS SUMMARY

Over 10 years in the field of Accounts and Finance, General Merchandising and Agricultural Inputs Trading. Knowledgeable in the preparation of financial reports accordingly. Provides full range of external audit supports and uphold strong internal control. Preserve clients/suppliers confidence and protects operations by keeping financial information highly confidential.

Professional Expertise



Accounting


Inventory


Bookkeeping


Finance


Lending/Credit
Key Accomplishment

· Establish and maintain a productive work environment.

· Motivate, mobilize and coach employees to meet high performance standards.
· Resourceful team leader and build trusting relationships with customers, suppliers and colleagues.
· Streamline complex work processes through analytical thinking by identifying, scrutinizing, sorting and recommending appropriate solution to manager.

· Set up good internal control.
Academic Profile
APRIL 2001:


Saint Mary’s University, Bayombong, Nueva Vizcaya, Philippines 

Graduated B. S. C –Management

EXPERIENCE HIGHLIGHTS:

JULY 2016-APRIL 15, 2017

Operations Manager





St. Joseph Parish-Kayapa Credit Union


Philippines

This institution is a credit union that caters financial support to its           regular members through loans.  It has also three support services such as the General Merchandise (Retail & Wholesale), Farm Inputs Trading, and Water Refilling Station. 

Duties & Responsibilities:

· Provide support to other function holders within the organization as needed and other duties as directed. 
· Handle full spectrum of financial, forecasting and budgeting etc. 
· Report directly to the Manager on a monthly basis. 

· Transact with the bank as per deposits, withdrawals, letter of credits and negotiates to avail other banking facilities in favor of the company.  

· Analyze and review expenditures trend and recommend appropriate budget control if any. 

· Plan and supervise the work of all departments.

· Handle query with regards to accounting policies and procedures.

· Delegate work assignment, match responsibilities as to employee’s qualification then evaluate performance and set recommendations. 
· Have specific job description for each staff, to ensure proper goals are set and agreed on and ensuring that regular appraisals are done.
· Review accounts receivable turnover and give attention to past due accounts.  


· Monitor purchase order payment to see if suppliers are paid within the credit term to avoid complain and maintain good credit standing.

· Explain billing invoices and accounting policies to staff, suppliers and clients.

· Establish, maintain, and coordinate the implementation of accounting policies and control procedures and proper classification of accounts for internal/external reporting requirements.

· Counter-check accruals and prepayments and other contingencies at year-end. 

· Supervise the input and handling of accounting data in the company’s computer system.

· Delegate duties and responsibilities accordingly to employees, in order to maximize their potentiality  at work.
· Direct the formulation, development, and execution of plans, policies, and programs for the financial activities of the credit union.  
· Participate in staff recruitment, hiring, training and scheduling.
SEPT 2011-JUNE 2016

Finance Officer/Cashier
St. Joseph Parish-Kayapa Credit Union


Philippines
Duties & Responsibilities:

· Monitor and manage cash within the established guidelines as well as dealing with issues related to customer satisfaction.
· Develop and manage financial systems/policies
· Verify cash and check collections via bank statement and receipts.
· Prepare daily cash book.

· In charge in petty cash expenses incurred by the authorized personnel.
MARCH 2009-AUGUST 2011
Chief Accountant/Bookkeeper






St. Joseph Parish-Kayapa Credit Union


Philippines

Duties & Responsibilities:





· In-charge of preparing asset, liability and capital account entries by compiling and analyzing account information.
· Prepare monthly reports such as Profit and Loss, and Balance Sheet and Bank Reconciliation.
· Arrange purchase orders; do invoice entries, receivables follow ups, commission calculations, etc.
· Secure financial information by completing data base backups.
· Maintain a ledger for company related operation’s renewal (trade license /car registration/domain /insurance/rental etc.).
· Ensure that accounts payable are paid on a timely manner and that all reasonable discounts are taken on purchases/orders.
· Maintain an orderly accounting filing system and a system of controls over accounting transactions.
· Facilitate monthly inventory counting of stocks, office equipment, furniture and fixtures.

· Prepare audit reports for submission to the Board of Directors (BOD) through the President/manager.
· Provide full external audit requirements.
· Prepare Payroll for all departments.

· Handle payables and prepared checks for payment to suppliers and other bills.

· Conduct regular audits and as per request from Strategic Banking Units and other departments.
· Check compliance with established accounting and administrative control and organizational policies.
· Confirm transactions are authorized and have complete supporting documents. 
· Audit purchase orders, delivery receipts and payment vouchers. 

SEPT 2006-FEB 2009

Sales Clerk






St. Joseph Parish-Kayapa Credit Union,


Philippines

Duties & Responsibilities:

· Operate Point of Sale System

· Verify Sales as per official receipts and acknowledgement receipts and trace thru bank deposits.

· Recommend methods / corrective measures to improve / strengthen operations or systems of internal control. 

· Prepare Receipts of Payment and bank deposit slip.

· Encode of Purchase invoices and other daily transactions

· Follow up and collect payments from the clients.
