[image: image1.png]


Hermie L. Briñosa CPA
Phase 4 Bacolor St. Dona Asuncion Village Davao City
Mobile No. +639438760604 / +639353576072
Email address:  hermiedawal@yahoo.com
OBJECTIVE:

To take responsibilities and wisdom to my involvement, maximizing my skills and potentials in the field I’ve chosen.

EDUCATIONAL BACKGROUND:

Graduate, Bachelor of Science in Accountancy 

Holy Cross of Davao College  -  October 2000
PROFESSIONAL SKILLS:
· With overseas & GCC working experience for total of seven years.
· With experience in Administrative and Accounting related works.

· Computer literate with knowledge in MS windows, MS Office & Internet.

· Highly motivated and easily trainable.
· Knowledgeable in Quickbooks , Tally and ACPACC accounting software.
· Ability to maintain positive attitude in a stressful situations.

· Hardworking and able to relate well to people from a variety of culture.

· Communicate well in English.
· Driving.
WORK EXPERIENCE:
Company:
Department of Social Welfare and Development
Position  :
Financial Analyst II

Finacial analyst I (August 20, 2020-December 2020)

Year:

January 1, 2021 up to present

1.) Ensure the status of community grant releases and utilization is validated and up to date.
2.) Maintain Database of all approved subprojects.  It must include the following data:
a. Approved Total Subproject Cost per phase and cycle.
b. Amount of Grants Requested, Released, Utilized and Refunded.
c. Amount of LCC delivered and Utilized per donor.
d. Amount of DVs submitted to COA.

3.) Validate e-reports with the Status of Subproject Fund Utilization Reports.

4.) Maintain a Report Monitoring Database.

5.) Issue an Acknowledgment Receipt for all received reports and maintain a complete file.

6.) Neatly file reports and keep it in a filing cabinet.

7.) Provide a regular updates to the Regional Financial Analyst as to ACT performance on report submission.
8.) Maintain file of Program of Works and LCC monitoring Reports of each approved subproject.

9.) Review Requests for Fund Releases, if needed.

10.) Perform other functions that may be directed by the Regional Director or the Assistant Regional Director.

11.) Recommend measures that will facilitate flow of funds without compromising the FM and COA policies, rules and regulations;

12.) Act as Resource Person during ACT Orientation and RPMT/SRPMT conferences/meetings.

13.) Supervise the Financial Analyst I and Senior Bookkeeper.

14.) Perform other functions that may be directed by the Regional Program Management for the Implementation of the Program. 
Company:
Phinma Property Holdings Corporation
Position  :
Project Accountant
Year         :
March 2017 to April 2019 
1.) Maintain project-related records, including contracts and change orders.
2.) Authorize access to project accounts.
3.) Authorize the transfer of expenses into and out of project-related accounts.
4.) Review and checked supplier invoices related to a project.
5.) Review and checked time sheets for work related to a project.
6.) Review and checked overhead charges to be applied to a project.
7.) Review account totals related to project assets and expenses.
8.) Investigate project variances and submit variance reports to management.
9.) Report to management on any opportunities for additional billings.
10.) Report to management regarding the remaining funding available for projects.
11.) Close out project accounts upon project completion.
12.) Create and submit government reports and tax returns related to projects.
13.) Compile information for internal and external auditors, as required.
14.) Prepare profit and loss statements and monthly closing and cost accounting reports.

15.) Establish, maintain and coordinate the implementation of accounting and accounting procedures.

16.) Monitor and review accounting and related system reports for accuracy and completeness.

17.) Analyse revenue and expenditure trends and recommend appropriate budget levels and ensure expenditure control.

18.) Resolve accounting discrepancies.

19.) Other duties as assigned.
Company:
Department of Social Work and Development
Position  :
Financial Analyst
Year         :
August to December 2013
Job Description:
1.) Provide technical inputs in the preparation and review of Program of Works (POW) particularly on the reasonableness of costs and appropriateness of items charged under the Indirect Costs.

2.) Review all Requests for Fund Release (RFR) including completeness, validity and consistency of data of all required supporting documents. Maintain RFR tracking system.

3.) Review and sign all Disbursement Vouchers prior to AC’s signature of check. 

4.) Assist the BSPMCs, including the different units or teams under them through job coaching in a) setting up of the cash book and Local Counterpart Contribution In-Kind Journal and recording of transactions, b) doing Bank Reconciliation and c) preparing Status of Sub-project Fund Utilization Report. 

5.) Monitor and validate financial project status of the communities through field visits. 

6.) Monitor delivery and utilization of LCC including Municipal Trust Fund based on the approved LCC Delivery Plan and provide timely feedback to AC for appropriate action in case of potential delay.

7.) Initiate monthly community meetings on financial management along with the review of financial documents and other required financial reports.

8.) Prepare and timely submit municipal financial monitoring reports to the RPMT. Make sure that soft reports are properly backed-up with hard copies.

9.) Collect and timely submit Status of Sub-project Fund Utilization Reports prepared by the Community Bookkeepers. Make sure that the books of the BSPMCs are up-to-date and that they maintain complete copies of all financial reports including Bank Snapshots/Statements and Bank Reconciliation Statements.

10.) Collect and timely submit original paid disbursement vouchers and its supporting documents to RPMT thru the AC. Maintain an inventory of all paid Disbursement Vouchers.

11.) Provide regular financial updates to the MCT/MIAC/TWG and other stakeholders.

12.) Submit monthly feedback report (narrative) to the Regional Financial Analyst as regards community financial management system.

13.) Maintain complete file of all financial documents and reports and duly acknowledged transmittal letters. 

Company:
Various Companies
Position  :
Freelance Accountant / Bookkeeper / Accounting Tutorial 
Year         :
May 2010 to June 2013
Job Description:
1.)  Handled full set of accounts up to finalization/Prepared financial reports such as Trial    Balance, Balance Sheet, Statement of Profit & Loss and Statement of Cash Flows, Cost Volume Profit Analysis. 
2.) Prepared schedules, analysis as required by owners and auditors.
3.) Monitored and reviewed accounting and related systems reports for accuracy and completeness.

4.) Compiled and analyzed financial information to prepare entries to accounts, such as general ledger etc., and document business transactions.

5.) Prepared bank reconciliation.
Company:
Kozii Africancafe LLC
Position  :
General Accountant cum Admin Assistant
Year         :
December 2009 – April 2010
Job Description:


As Accountant:  
1.)  Handled full set of accounts up to finalization/Prepared financial reports such as Trial Balance, Balance Sheet, Statement of Profit & Loss and Statement of Cash Flows, Cost Volume Profit Analysis. 
2.) Monitored and reviewed accounting and related system reports for accuracy and completeness.

3.) Managed receivables by maintaining accurate and complete customer master file data, keeping an up to date billing system, keeping a check on monthly receivable activity while making sure that billing, collection and reporting activities are carried out per specified dates, tracking customers account details (aging & movement) which include non-payments, delayed payments & and other irregularities and delivering appropriate communication system that reminds customer about payment due dates.

4.) Examined/preparing payroll, officer’s cash advances and its liquidations.

5.) Prepared schedules, analysis and explanations as required by owners and auditors.

6.) Performed such other functions as may be assigned. 

7.) Compiled and analyzed financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

8.) Prepared bank reconciliation.
9.)  In charged in Inventory records, checked and verified supplies distributions to various  departments. Checked and verified Purchase Orders, Receiving, Inventory Records, and  Delivery Receipts in determining the authenticity of transactions. Conducted monthly   physical inventories and prepares inventory reports.
As Admin Assistant:
1.) Monitored employee/s attendance.
2.) Screened candidates for new vacancies.
3.)  Arranged interviews, processed candidates pre-joining formalities, maintained personnel files and leave records.
4.) Evaluated staff performance based on the report from the operations manager.
Company:
Makkoran Heavy Equipment FZE

Position  :
Accountant / Secretary / Public Relation Officer / Sales Executive/ Administrator

Year         :
August 2008 – November 2009
Job Description:


As Accountant:  

1.) Application of LC (Letter of Credit)
2.) Updating Cash Balance in Banks Accounts / Bank Reconciliation

3.) Audit Facilitation

4.) Maintaining effective and financial records.

5.) Provide monthly financial updates and reports.

6.) Accounts payable / accounts receivable monitoring.
7.) Preparations of invoices , purchase orders, completing expense forms.

As Secretary:
1.)  Provided secretarial and administrative report to the Managing Director including sensitive and confidential matters.
2.) Coordinated Managing Director’s extensive diary and arrange program for overseas business trip.

3.) Scheduled appointments and meetings.

4.) Assisted in the preparation of a monthly reports as well as monthly meetings.

5.) Prepared routine business correspondences and maintained record keeping systems, procedures and reports as required.
6.) Set the tone in the office through a high standard of efficiency in handling task, dealing with people and creating a general professional atmosphere.
As Public Relations Officer / HR
1.) Screening candidates for new vacancies

2.)  Arranging interviews, processing candidates pre-joining formalities, maintaining personnel files and leave records.

3.) Process for application and renewal of visa and trade licenses in JAFZA and other licenses application.
As Sales Executive

1.) Responsible for handling queries, incoming and outgoing calls, faxes and mails.

2.) Preparing/making quotations for clients.

3.) Preparing for the presentation of the new machineries/equipments offer.

As Administrator
1.) Maintain an efficient and chronological filing system (hard and soft copies).
2.) Receive, assess, respond and redirect mails as necessary.

3.) Screen telephone and personal callers; Make and record appointments.

4.) Review and answer correspondence.

5.) Organize business itineraries, travel arrangements.
6.) Managing monthly office stationary procurement and distribution.

Company     :
MS Retail Corporation – Kuwait

Position       :
Accounts Assistant / Head Cashier

Year              :
March 2007  –  June 2008
Job description/Duties and responsibilities:

1.) Responsible for cash balancing.

2.) Prepared on time labor and sales report.

3.) Inventory controls and costing

4.) Accounts payable/Accounts receivable monitoring

5.) Prepare vouchers and checks for payment.
6.) Cashiering, customer  service, sales assistant.
7.) Petty cash custodian.
Company    :
Mosel Vitelic Incorporated – Taiwan, ROC
Position       :
Technical Assistant

Year             :
March 26, 2004 – August 17, 2006
Job description/Duties and responsibilities:

1.) Operates Machine to process the wafers inside the machine.

2.) Does all the technical support of the manufacturing products

Company    :
Mannequin House of Fashion – Davao City, Phils.
Position       :
Accounting Clerk / Secretary
Year             :
November  2001 – January 2004
Job description/Duties and responsibilities:

1.) Provide daily, monthly, and annual cash flow report to the finance manager.

2.) Petty cash custodian – preparing monthly petty cash fund.

3.) Reports for inventory of the textiles used for the month.

4.) Making attendance for employees and monthly payroll.

5.) Filing documents, encoding invoices,

Company      :
LA TAVOLA Restaurants -– Davao City, Phils.
Position        :
Cashier Supervisor
Year               :
November 2000 – October 2001
Job description/Duties and responsibilities:

1.) Petty cash custodian – preparing monthly petty cash fund.

2.) Accepting payments from customer.

3.) Making inventory – monthly checking of equipments in the restaurant. Daily check of the goods stored, inventory off the wines and liquor.

4.) Preparing for daily and monthly sales of the restaurant.

5.) Making attendance for employees.

PERSONAL INFORMATION:
Date of Birth    :
        April 8, 1978


 





Civil Status        :
        Married





  Hermie L. Dawal
Nationality      :          Filipino
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