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OBJECTIVE   To acquire a post in a company wherein my strong capabilities will be utilized and further enhances organization abilities and skills in the field of cash management, accounts operations, administrative and customer service.

QUALIFICATIONS AND CAPABILITIES

· A professional with more than a decade of experience in cash management handling.

· Trustworthy, keep confidentiality and very committed to work.

· Flexible and can work with very less supervision.

· Meticulous, keen to details and technically proficient in MS Office, Great Plains Dynamics, ERP-SAP,  EBMS (Event Business Management System) and Horizon System.

EMPLOYMENT RECORD

 May 2004 – July 2011
   
         






         Cash Accountant/Gen.Cashier

Responsibilities

· Reporting to the Manager-Cash & Assets; Overall in-charge in the management of daily collections and disbursements of the entire organization.

· Deals with all forms of payments like cash (includes foreign currencies), cheques, credit cards, bank transfers and online payment transactions.

· Interfaces with bank personnel for all transactions, prepares business correspondence in coordination of activities related to the operations.

· Respond to customers’ queries and complaints regarding payments.

· Prepares and arranges all deposits and withdrawals for each respective bank account.

· Monitoring of organization’s liquidity, cash flow forecasting and planning.

· Prepares and reconciles daily report summary with receipts and deposit slips.

· Account, monitor and controls the Petty Cash Funds of the entire organization.

· Handles salaries for temporary personnel and overtime payments to employees.

· Handles suppliers cheques and in payment of refunds to customers.

· Handles invoices, ensuring matching to purchase orders and delivery notes.

· Monitors and reconcile bank statements for tallying all non receipted credits.

· Prepare monthly reports of the following:

1. Status of petty cash fund

2. Analysis of uncollected payments of temporary staffs and suppliers’ cheques

3. Status of unidentified credits from the banks

4. Post dated cheques/Returned cheques

January 1998 – April 2004

International Exchange Bank





                           Senior Customer Service Associate

Responsibilities

· Process local currency/US Dollar denominated cash/cheque deposits and withdrawals (involves huge amounts).

· Process sale and purchase of Foreign Currencies.

· Issue cash to other associates; verify the cash turn-over by each of them at the end of the day and consolidating the same for proper turn-over to the vault.

· Process debit/credit memos, application for manager’s cheque, US demand draft or telegraphic transfer.

· Inform and coordinate with clients of their cheque(s) drawn against insufficient funds; after which give suggestions and solutions to settle the problem.

· Assist clients with queries concerning their financial portfolio and take it as a sales opportunity.

· Offer Peso and US Dollar Placements (time deposits) to new and existing clients.

· Prepare the requisition for office supplies and standard forms for branch use and monitoring the same for proper cost management.

May 1997  –  January 1998

Malayan Insurance Company Inc.





                           Account Executive

 Responsibilities

· Solicit accounts from agents so as not to give their respective clients to other insurance company.

· Reminds agents’ past due accounts which has relapsed from their 30, 60 or 90days terms. 

· Attend to agents’ need such as request for insurance policies, extended terms etc.

· Follow-up from the Claims Department when the agent’s client needs to use his/her insurance polity (e.g. car accident).

· Prepares weekly reports on status of agents.

· Takes, prepares and presents “minutes” of the group’s weekly and monthly meetings. 

EDUCATION

· Bachelor of Science in Commerce – Major in Economics

       University of Santo Tomas, Manila, Philippines (March 1997)

PERSONAL INFORMATION

· Married, born on July 20, 1975 in Manila Philippines
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