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B-3, 11-J California Garden Square, Libertad St. Mandaluyong City
Tel # 216-8370  Mobile # 09178987768
Email Address: hedeliza_bautista@yahoo.com
OBJECTIVEs

· To be able to get the right job which is suitable on my knowledge as well as my past job experience.

· To be able to fully develop skills & abilities and use it as training ground in achieving success.

· Be informative, confident and knowledgeable enough from the experience which I gained so I could use it for past future career growth.

STRENGTHS

· Ability to work with minimum supervision and have solid system skills .
· Ability to work independently, take direction, fit in and work well with people at work.

· Develop skills in analyzing simple to difficult problems.

· Have a strong characteristic and a positive thinker.

WORK EXPERIENCE / S

SOPHOS COMPUTER SECURITY PTE LTD

Finance & Administrative Executive

March 16, 2015 to Present

Facilities and Admin Task (Zuellig and KMC Site)
· Contract Managemnt
· Vendor management 
· Purchase Order creation request and coordination via Global Purchasing
· Provide  support for exiting  employees  for clearance  

· Procurement of   materials for  emergency  go bag  aand distribute to new hire  employees.

· Monitoring and tracking the Inventory  of  pantry and office  supplies  

· Releasing of office supplies to the requestors.

· Site Floorwalk 

· Supplies Inventory

· Coordinate with the Building Management for Health & Safety Update /Service requests/Parking Requirements/ Liaison Fire Drill/Assessments

· Respond  and  complete  request from Jira Tickets

· Booking for Hotel /Catering for Sales team partners training . 

· Provide support  to all departments for procurement  of Sodexo  Pass for Quarterly  rewards of employees.

· Coordinate and assist requestors for  business card 

· Booking  for Hotel accommodation and airport transfers  for  incoming guests 

· Dispatch welcome packs to visiting guests  

· Provide support per department for social activities /events quarterly

· Prepare the Zuellig Access card for all new hire employees

· Assign pedestal/locker  to  employees

· Process and request  vendor   enrollment  to  SAP

· Process Contract Agreement  to Legal  ticket   and  SCRAP

· Finance task

· Support HR and Site leader for budgeting and  social events .

· Support Finance on  documentation and  payment of Taxes

· Validates and forward vendor invoices to Accounts Payable team(Asia Invoices) in a timely and efficient manner

· Cordinates with vendor for payment  and  Issuance of BIR 2307 .

· Submit Petty Cash report on monthly basis.

· Coordinates with Finance and HR for the issuance of cheque for final pay

· Coordination with SGV (or whoever is our auditors) about reporting/ validation of issues, as required

· Provide  supporting documents and process payment for Corporate  Mastercard and   American Express Card

· Provide  Support  for the  expense claims  of  employees

·  Provide Support in accomplishment of   Business Permit renewal.

PEZA - DENR AND DOLE

· Provide Support in accomplishment of   Business Permit renewal.

· Quarterly submission of Self Monitoring Report to DENR

· Assist on the enrollment  of   additional    volunteer  employees  to  First Aide and Basic Life Support training

· Process disposal of assets such as  providing the  required  documentation/reports  to PEZA, manage to   pay  the BOC  for the corresponding taxes.

· Process Farm In(8105) and  Farm Out(8106)  for IT Equipment.

· Provide support in submission of PEZA EZMPR  report

· Quarterly submission of  Income Tax Return to PEZA

· Provide  support  for Annual Submission TIMTA Report to PEZA

· Process Zero VAT Certificate  and ITH  extension for FY

· Process  renewal  of PEZA Building Permit and  FSIC
Century Properties Management Inc.

Assistant Property Manager

April 30, 2013 – March 12, 2015
· Act as a Customer Service Relations Officer to the unit owner / residents in addressing their concerns in coordination with the respective service departments (Concierge/FrontDesk, Housekeeping / Engineering and Security ) Including the Building Developer.
· Prepares building circular for pest control sched., announcement for Annual General Meeting, Sticker renewal , general cleaning and Holidays.
· Sign and review the Statement of Account, Check Vouchers, Building Gate Pass, Work Permit , Abstract of Bids, Purchase Order, Petty Cash Voucher and Time sheet summary.
·  Manage the Office Administration, Building Services (Front Desk, AmenitiesBooking)Mail Distribution , Housekeeping /Sanitation & pest Control) and organizing events /social activities.
· Facilitate and request budget for events/seminars(based on previous approved budget.
· Supervision of Accounting Department and conduct regular weekly meeting with accounting and Billing Staff on Saturdays to thresh out any unit concerns on their Billing and regular submission of the Monthly FS.
· Coordinates directly to Corporate Secretary re: Board Resolutions, Sec. Certificate, Minutes of the meeting and other legal matters.
· Prepares Annual Budget to the assign Property.

Shoppers Paradise  Group of Companies
Accountant

April 17, 2012- April 26, 2013
· Update the ledger of the tenant   and prepare  Statement of Accounts .
· Prepare Account Receivable Aging and Notice for past due accounts.

· Prepare necessary entries  for the cash receipts of the company.
· Prepare request for payment, check voucher and entries  for the cash disbursement.

· Computation of the Commission of Marketing Manager, staff and employees .

· Check and review   the contract of the new tenant and for renewal.

· Prepare  and analyzes  bank reconciliation and necessary adjusting entries.

· Prepare schedule of Withholding Tax compensation on Compensation, Expanded Vat, And Valu Added tax.
· Electronic filing and payment of companie’s  Expanded Witholding Taxes, Withholding Tax on Compensation, Value Added Taxes  monthly and  quarterly .
· Encoding of alpahalist for VAT and SAWT & MAP for expanded withholding tax using relief system. 

· Performs other function as maybe assigned by higher management from time to time.

Accountant

Wireless Technology Solutions Inc.
May 9, 2011 – March 12, 2012
· Process  the payroll  using the MSI sytem and  APC  Mode system .
· Prepare  payroll accounting reports and necessary  entries .
· Prepare the Alphalist  for Compensation and  Certificate of Compensation payment /Tax Witheld (2316)
· Prepares and analyzes bank reconciliation of company’s various bank accounts.
· Ensure the company files the accurate VAT(2550M), withholding tax on compensation(1601C) and expanded withholding taxes(1601E) on time, as well as requesting funds for payments.

· Electronic filing and payment of companie’s  Expanded Witholding Taxes, Withholding Tax on Compensation, Value Added Taxes and Quarterly / Annual Income Tax Returns  using BIR’s online system. Moreover, these taxes require Relief system for encoding of alpahalist for VAT and SAWT & MAP for expanded withholding tax.
· Performs other function as maybe assigned by higher management from time to time.
Shindler Services Philippines

Accountant

August 2001 – April 8, 2011
· Prepares  Monthly Billing Statements.

· Follow  up payments of various clients.

· Recording of collected checks in the book of accounts/weekly collection.
· Prepares the monthly collection report /monthly usage of chemicals/ service & billing transportation expenses for the month.
· Prepares the weekly  work  schedule of the technicians and coordinates with the client  for the said schedule.
· Monitoring of chemicals issued to technicians and recording of incoming chemicals from suppliers.

· Prepares the salaries and wages of the employees.
· Marketing new client for the company’s services.
· Performs other function as maybe assigned by higher management from time to time.
Philcom Corporation  - (Telecommunication Company) 

Accountant – International  Traffic Settlement

August 1996 – May 2001
· Responsible for the COLLECTIONS  and PAYABLES of company’s interconnections

· Coordinates with the iT personnel regarding proper charging , variation and other details needed to finalize the billing and invoices for the customers and to ensure that the data are accurate and free from any hidden charges. 

· Responsible in entering in the system the accurate rates based on the contract agreed upon by the clients.

· Prepares monthly billing & invoices for retail and wholesale accounts including monthly revenue monitoring. Payments  / collections are all inputs in the billing systems to update the balance weekly  / monthly  / quarterly

· Maintain subsidiary ledger for accounts receivable and accounts payable by updating the accounts on a monthly basis. 

· Process all company interconnection payables to ensure that they are paid in time 

· Checks and reviews the information / documents provided to / by Credit Management in relation to reconciliation of settlement receivables.

· Reviews Interconnect contracts  including credit management functions 

· Performs other function as maybe assigned by higher management from time to time. 

Major Accomplishment;s

· Member of the Ad-hoc Committee on Traffic  Settlement organized by the President and CEO of Phicom Corp.. The Committee is tasked to review past traffic settlements from March 1992 to December 1998 . And this Resulted to an additional revenue of $1M.

· Traffic adjustments from Korea Telecom and USA AT&T amounting to $600,000 and $250,000 respectively in favor of Philcom . In addition able to accomplish 100% and 70% collection effieciency in the Foreign account by streamlining certain work procedures.

· Coordinator in the investigation of traffic related problems such as traffic shortfall and accounting rate discrepancies.
AG&P Honiron Division 

Account Receivable Accountant

June 1994 – July 1996

· Analysis and reconciliation of accounts receivable.
· Checking billing instruction submitted by operation department before preparing invoices.
· Prepares invoices of various customer with complete attachment such as delivery receipt, accomplishment report and other requirements.
· Always coordinate with sales department and operation department about billing instruction.
· Follow up payments  of various customer.

· Preparation of other reports as required by management.
· Maintain the subsidiary ledger for accounts receivable.

· Performs  other related tasks that may be assigned by the immediate superior from time to time.
EDUCATIONAL BACKGROUND
1990 –1994
 Bachelor of Science in Accountancy
                         UNIVERSITY OF THE EAST – Recto, Manila
1986 – 1990
 Secondary Education 



 RIZAL HIGH SCHOOL  –  Pasig City
1980 – 1986
 Primary Education



 Buting Elementary School –  Pasig City
1979 – 1980 
 Kindergarten



 Rizal Federation of Womans Clubs, Inc. – Pasig City
COMPUTER SKILLS

Proficient in  Microsoft Programs (excel, word, outlook, powerpoint) 
PERSONAL DATA

Birthday



December 22, 1972
Birthplace



Lumban, Laguna
Height



5’2
Religion



Christian
