MICHELLE USITA-FERNANDEZ, CPA, MBA, MICB
Unit 536 The Linear Tower 1, Mayapis St. cor. Yakal and Malungay Sts., San Antonio Village, Makati City, Philippines 1203
HP: (63) 9979063416
Email: michelle.usita.fernandez@gmail.com 


COMPETENCIES & SKILLS:
· Certified Public Accountant
· Certificate in International Public Sector Accounting Standards (IPSAS
· Experienced in Travel Claims review and processing
· Apt in Insurance Accounting, Bank Reconciliation, Accrual of Education Grant and US Income Tax claims processing
· Competent in Government and Inter-government Accounting
· Knowledgeable in end-to-end Intercompany Processes and Transactions and Balance Sheet Reconciliation 
· Strong Accounting Knowledge
· Good knowledge and experience in SAP and Microsoft tools. 

PROFESSIONAL EXPERIENCE: 

Claims Processing Supervisor, Central Accounting Support-Manila Finance Services
International Organization for Migration-UN Migration Agency|29rd Floor, Tower 6789, Ayala Avenue, Makati City, Philippines 1226
January 1, 2020-Present

· Travel Claims Processing
· Supervise the processing and ensure timely and accurate administration of travel expense claim of HQ staff in accordance with IOM Travel Rules and Regulations for prior settlement.
· Perform independent review of travel claims for Chiefs of Mission (COMs), Heads of Office (HoOs) Head of Special Liaison Offices, Regional Directors and Administrative Centres in accordance with IOM Travel Rules and Regulations for endorsement prior to missions’ settlement.
· Monitor timely submission of travel expense claims, liquidation of advances from HQ staff and assist in the follow up of outstanding travel claims.
· Review journal entries related to subsistence allowance and air tickets and year-end accrual.
· Monitor monthly update of ticket status in iGATOR (Integrated Global Airline Ticket Order Record). Ensure timely clearance of suspense account for staff travel costs. Review and ensure proper reclassification entries on the correct accounts and projects.
· Recommend improvement and review IOM Travel Rules and Regulations and travel module in collaboration with PRISM (Processes and Resources Integrated Systems Management) and DRM (Department of Resources and Management).

· US Income Taxes
· Supervise the processing and ensure timely and accurate administration of US income tax advance requests.
· Review and endorse summary of tax advances report for submission to MAC Director on a quarterly basis.
· Review income tax reimbursements calculation of US Nationals based on US Tax Reimbursement Agreement prior to settlement.
· Review certificate and billing to U.S. Bureau of Population, Refugees and Migration for the yearly tax reimbursements of US Nationals covered from Administrative Budget in compliance with reporting requirements stated in the Memorandum of Understanding with the US Government.
· Ensure proper charging of tax expense through coordination and follow-up with various units/contacts.
· Review the reconciliation report of the project code used in charging taxes of admin-funded US nationals and adjustments.
· Respond to queries relating to US income taxes.

· Others
· Prepare the business specifications/requirements; and perform testing procedures during development stage for improvements/enhancements to streamline the business process.
· Support during audits (internal and external) on preparation of schedules and help resolve queries on travel claims and US income taxes.
· Answer queries on issues/concerns and provide training on IOM accounting, procedures and policies, as necessary.
· Make recommendations to ACO, DRM and HRM, Regional Accounting Support and / or Regional and Country Offices on both procedural and policy improvements and efficiencies in accounting related to travel claims processing with a view of strengthening internal controls to protect the Organization’s assets and reduce the risk of fraud and mismanagement.
· Supervise the work of CAS-PC staff related to the above functions and responsibilities to ensure the complete, timely and smooth operations of the unit’s global functions. Employ appropriate internal controls relevant to the function.
· Perform other administrative and accounting functions as may be required.

Accountant, Central Accounting Support-Manila Finance Services
International Organization for Migration-UN Migration Agency|29rd Floor, Tower 6789, Ayala Avenue, Makati City, Philippines 1226
August 6, 2018-December 31, 2019

· Travel Claims Processing
· Review and analyze travel expense claim of Headquarters (HQ) staff, Regional Directors, Head of Special Liaison Offices and Administrative Centres to verify the validity and accuracy of claim in accordance with IOM Travel Rules and Regulations.
· Ensure the accuracy and correctness of entries posted in SAP/Processes and Resources Integrated Systems Management (PRISM) – Finance (FI) from travel module.
· Clarify queries from claimants and others pertaining to the settlement of travel claims
· Monitor and follow-up timely submission of travel expense claims and liquidation of advances from HQ staff
· Record year-end accrual of outstanding HQ travel expense claims
· Monthly update of ticket status in iGATOR. Ensure proper reclassification entries on the correct accounts and projects. Review and clear suspense account for staff travel costs
· Review and reconcile the suspense project code for air tickets. Check entries erroneously posted and coordinate reclassification entries to the concerned offices
· Advise offices regarding interpretation of the travel regulation, expense claim computations and assist users for some travel module queries
· Keep abreast of revisions and developments in Travel Rules and Regulations and travel module
· Support during internal and external audit on the preparation of schedules and help resolve queries on required information
· Follow financial procedures and policies and ensure adherence to internal controls to protect the Organization’s assets and reduce the risk of fraud and mismanagement
· Maintain secure and organized filing system specifically for confidential files
· Perform other administrative and accounting functions as may be required

· Insurance Accounting
· Prepare journal entries for the monthly insurance claims processed for all offices and set-up the monthly receivables from the insurance provider. Reconcile, clear and monitor insurance accounts per country. Collaborate with Finance contacts, Health Claims Processing Unit (HCPU), Treasury and Manila Human Resources Operations for proper disposition/clearance of long outstanding unreconciled items on the insurance accounts
· Prepare year-end summary report of the total IOM insurance premium collection to be submitted to the Insurances & Provider Specialist in HQ
· Update and monitor premium payments of retired staff for the year and provide update to HCPU for their coordination
· Review and reconcile related insurance projects and maintain schedule for proper monitoring. Ensure that any discrepancies are coordinated and adjusted
· Provides accounting support to Health Claims Processing Unit (HCPU)

· Accrual on Education Grant
· Collect and validate the extracted relevant data from PRISM HR before accrual calculation
· Calculate and post in PRISM the monthly accrual of education grant before closing of accounts based on the lowest amount between the maximum and calculated education grant (including lump sum board). Allocate the accrual based on the duration of school year and monthly projectization
· Compare the final settlement of education grant with the total accrual for the school year duration, any over or under accrual is to be adjusted to appropriate projectization
· Coordinate with the Manila Human Resources Operations (MHRO) for any necessary information on education grant and respond to offices' queries related to accrual of education grant

· US Income Tax
· Process income tax advance and reimbursement requests
· Prepare a summary of tax advances report for submission to DRM Director and ACO on a quarterly basis
· Provide tax reimbursement data needed by Manila Human Resources Operations (MHRO) for “Certificate of Earnings (COE)” preparation.
· Process annual income tax reimbursements of US Nationals based on US Tax Reimbursement Agreement.
· Ensure proper charging of tax expense through coordination with various responsible unit/person such as the BUD, Project Manager and Finance contacts.
· Review and reconcile project code used in charging taxes of admin-funded US nationals; and prepare necessary adjustments.

Senior Accounting Specialist, Business Process Solutions Division
P&A Grant Thornton|23rd Floor, Tower I, The Enterprise Center, Ayala Avenue, Makati City, Philippines 1226
October 17, 2016-August 3, 2018

Client: Coca-Cola Far East, Ltd.

· Intercompany Center of Expertise (COE)
· Performs preliminary and final Intercompany reconciliations for all locations 
· Resolves intercompany reconciling items (exceeding the threshold) within month-end reporting timelines 
· Resolves intercompany reconciling items (below the threshold) within a two-month time frame. 
· Prepares formal balance sheet reconciliations on required timelines (i.e. February, May, August, November and December) 
· Generate and post intercompany invoices and preparation of GRIR (Goods Receipt Invoice Receipt) Reports
· Verifies and reviews details (both sending and receiving) of intercompany requests received 
· Determines appropriate Intercompany accounting details (e.g. GL accounts, Cost Objects, Transaction Type, Tax Code, Plant Code, etc.), when required 
· Posts Intercompany journal entries on both sides for cross-company enabled locations and to one location if not cross-company enabled 
· Works with appropriate accounting contact persons for Intercompany transactions not going through the tool (e.g. marketing charges, fees & commissions, royalties, loans, interest and dividend related transactions) 
· Monitors pending Intercompany requests (either Sending or Receiving) and provides status updates to parties who will need to action such requests 
· Prepares accruals for recurring transactions (e.g. goods in transit and cash in transit) 
· Ensures timely expense recognition (on both sides) for year-end Intercompany related accruals
· Provides data to Internal and External Auditors 

· Balance Sheet Reconciliation Center of Expertise (COE)
· Reconcile and analyze balance sheet accounts to ensure transactions are recorded accurately and account balances are accurately stated in accordance with GAAP and Company policy. Research/resolve any issues identified.
· Reconcile general ledger and sub ledger accounts to source data and systems to ensure all transactions have been accurately recorded. Research/resolve any issues identified.
· Prepare the excel templates needed for the analysis and reconciliation of complex accounts. These reports will be used by the regions to complete the reconciliation process. 
· Maintain records in compliance with Company record retention policy.
· Ensure compliance with Company Financial Standards and Procedures and Sarbanes Oxley Controls, and support efficient audit reviews from Internal and External audit
· Prepare and maintain process documentation and coordinate with relevant parties any required updates to Procedures
Municipal Accountant, Accounting Department
Local Government Unit-San Juan, La Union|Ili Sur, San Juan, La Union, Philippines 2514
October 1, 2014 – August 31, 2016
· [bookmark: s428]Installed and maintained an internal audit system in the local government unit (LGU)
· Prepared and submitted financial statements to the Mayor 
· Appraised the sanggunian and other local government officials on the financial condition and operations of the LGU
· Certified the availability of budgetary allotment to which expenditures and obligations may be properly charged
· Reviewed supporting documents before preparation of vouchers to determine completeness of requirements
· Prepared statements of cash advances, liquidation, salaries, allowances, reimbursements and remittances pertaining to the local government unit
· Prepared statements of journal vouchers and liquidation of the same and other adjustments related thereto
· Prepared journals and the analysis of obligations and maintained and kept all records and reports related thereto
· Prepared accountant’s advice for the bank disbursement 
· Prepared of Bank Reconciliation Statements for all the bank accounts of the municipality
· Prepared General Journals, General Ledgers and Trial Balances of all the funds, i.e. General Fund, Special Education Fund and Trust Fund,  of the Municipality  

Laborer-I (Acting Accountant-I), Balaoan District Hospital
Provincial Government of La Union|City of San Fernando, La Union, Philippines 2500
February 3, 2014-September 30, 2014

· In charged of accounting activities in the hospital. Prepared general ledgers, trial balances, monthly statement of income and expenditures and accountability reports, reconciled treasury current accounts and bank balances, certified the availability of funds; kept books of original entry; controlled obligations and allotments and examines supporting documents, vouchers, payrolls and determined legality of claims
· Prepared annual supplemental and/or revise budgets including supporting documents
· Prepared correspondence pertaining to financial and bookkeeping matters for signature of the Chief of Hospital
· Performed other functions as maybe directed by the Chief of Hospital

Contractual College Instructor, College of Commerce, Secretarial and Accountancy
Saint Louis College|City of San Fernando, La Union, Philippines 2500
November 1, 2013-March 31, 2014

· Taught students with accounting related courses
· Prepared instructional plan/syllabus for the assigned courses to ensure that it meets the institutional goals, plans and objectives
· Planned lessons, assignments, projects and activities to enrich students’ knowledge and understanding on the specific course
· Assessed students’ progress by grading examinations, assignments, quizzes, and activity participation

PROFESSIONAL LICENSE / ELIGIBILITY:
· Member of International Certified Bookkeeper (United Kingdom) – License # 425005
· Certified Public Accountant (Philippines) 		                      – License # 0153051
· Career Service Professional Eligibility (Philippines)	

EDUCATION:

Master in Business Administration
Lyceum-Northwestern University – Dagupan City, Pangasinan, Philippines
School Year 2014-2017


Bachelor of Science in Accountancy
Saint Louis College - San Fernando City, La Union, Philippines
School Year 2008-2013

Bachelor of Science in Commerce-Major in Management Accounting
Saint Louis College - San Fernando City, La Union, Philippines
School Year 2008-2012


SKILLS:

· Knowledge of accounting terminologies, principles and procedures 
· Fast learner and can work with minimal supervision
· Detail oriented with a desire to achieve objectives
· Responsible and willing to gain knowledge and be trained
· Flexible and can easily adapt to changes
· With good interpersonal communication skills
· Ability to maintain confidentiality and able respond to emergency situations and unpleasant incident




REFERENCES:

Cecilia VILLANUEVA
Finance Officer – Accounting Central Office
International Organization for Migration
Route des Morillons 17, 1218 Le Grand-Saconnex, Switzerland
cuvillanueva@iom.int

Josephine ALFARO-SIRUNO
National Project Monitoring Finance Officer – MFS/IDF
International Organization for Migration – Manila Administrative Center
29th Floor Tower 6789, Ayala Avenue, Makati City, Philippines
jalfaro@iom.int

Mary Grace YANO
National Central Accounting Officer – MFS/CAS
International Organization for Migration – Manila Administrative Center
29th Floor Tower 6789, Ayala Avenue, Makati City, Philippines
myano@iom.int

I hereby declare that all the information in this document are true and correct to the best of my knowledge.

Michelle USITA-FERNANDEZ
Classified - Confidential
Classified - Confidential
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