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OBJECTIVES
	
Promising applicant with good communication skills, with proper ethics, professionalism, has a good interpersonal and intrapersonal relationship with the desire to achieve a complete knowledge through working by means of interaction with co-workers and clients.	

PERSONAL BACKGROUND

Date of Birth		:		January 16, 1987
Civil Status		:		Single
Citizenship		:		Filipino
Religion		:		Roman Catholic
Language/Dialect	:		Filipino/English

WORK EXPERIENCE / SEMINAR ATTENDED

ALLEGRO MICROSYSTEMS PHILS. INC.
Financial Accounting Specialist (December 21, 2018 to present)
Financial Accounting Assistant (April 25, 2018 to December 21, 2018)

Job Summary:
Develops, implements and/or maintains one or more accounting systems: Journal entries, General Ledger, Accounts Receivables, Accounts Payable, Revenue Reconciliation, etc. Reviews and interprets financial reporting requirements, rules and regulations. Balances books and prepares profit and loss, cash flow, income and balance sheet statements. Monitors and develops monthly reports of revenues and expenditures for projects. Provides record of assets, liabilities and other financial transactions. May prepare federal, state and local reports and tax returns. May assist in the setup of processes and procedures that properly capture, track and report revenue, including deferred revenue, in accordance with the company revenue recognition policy. May generate revenue reports for internal and/or external use. May interpret reports and records for managers/stakeholders. May be involved in reviewing, tracking and maintaining billing information in the financial systems, ensuring accuracy and compliance with US GAAP and other accounting regulations.

· Prepares AMPI monthly journal entries:
· Accrual of fringes.
· Accrual of outside services (burn-in).
· Accrual of Service PO.
· Accrual of interest expense on intercompany loan.
· Sales revaluation for the month.
· Unrealized forex gain (loss) for the month (intercompany)
·  Income summary (loss).
·  Other entries or adjustments to financial statements.
· Prepares weekly sales to Allegro Microsystems, LLC.
· Prepares the following balance sheet and income statement accounts reconciliation.
· Intercompany receivable
· Intercompany Loan
· Consolidated Financial Statements
· Monthly and Weekly comparative sales analysis
· Reviews the liquidation of employee advances and various deposits.
· Performs month-end close process for Purchasing (Un-invoiced Receipts).
· Initiates systems, methodologies for continuous improvement.
· Performs other duties assign by the immediate superior.


MEGASTRUCT INCORPORATED
Admin Assitant (July 15, 2016 to April 15, 2018)
· Canvassing of materials from various suppliers; prepares purchase order of 
approved supplier; scheduling of delivery of materials to various projects.
· Prepares monthly Inventory report.
· Prepares requirements and fills up accreditation form for various client.
· Encodes and submits proposal to client.
· Conducts interview of various applicant.
· Prepares and monitors billing reports of various project.
· Prepares weekly and annual reports of billings and collection.
· Prepares monthly report of SSS, Pag-Ibig, and Philhealth.
· Coordinates and assists the Project Engineers for the mobilization and
demobilization of various projects.
· Coordinates the status of various project to Project Engineers.
· Renewal and submission of Legal Documents e.g., Business Permit & 
PCAB License.
· Performs other tasks and duties that may be assigned or required by the
President.



STRUCTUREFLEX BUILDERS, INC.
Accounting Assistant (February 01, 2016 to July 23, 2016)
· Computation, e-filing and e-payment of taxes to BIR.
· Coordinates and assists the auditor with the Financial Statements.
· Prepares year-end adjustments and schedules (subsidiary ledger).
· Checks transaction entry before posting.
· Monitors Jobs in Progress and Cost of Sales.
· Prepares accrual, depreciation and amortization entries every end of the month.
· Encodes and monitors Sales Invoices and Receipts.
· Monitors liquidation of petty cash and cash advances of officers and employees.
· Prepares Bank Reconciliation.


JAN OWEN MARTIN CONSTRUCTION CORPORATION
Accounting Assistant (October 06, 2014 to May 30, 2015)
· Computation, e-filing and e-payment of taxes to BIR.
· Renewal and submission of Legal Documents e.g. Business Permit, Real Property Tax, Annual Registration to BIR, Inventory Report, I-CARE, PCAB, GIS
· Coordinates and assists the auditor with the Financial Statements.
· Prepares year-end adjustments and schedules (subsidiary ledger).
· Processes annual closing of books.
· Checks transaction entry before posting.
· Monitors Jobs in Progress and Cost of Sales.
· Prepares Sales, Cost and Profit Analysis of each project in quarterly basis.

JAN OWEN MARTIN CONSTRUCTION CORPORATION
Bookkeeper (February 01, 2014 to October 5, 2014)
· Prepares accrual, depreciation and amortization entries every end of the month.
· Encodes and monitors Sales Invoices and Receipts.
· Monitors liquidation of petty cash and cash advances of officers and employees.
· Prepares Bank Reconciliation.

JANOWEN MARTIN CONSTRUCTION CORPORATION
Voucher’s Clerk (August 12, 2013 to January 31, 2014)
· Prepares check payments/disbursement to various suppliers/employees/creditors
etc. and accompanying reports based on approved check request, sales invoices
or purchase orders.
· Verifies completeness of documents received and checks invoices versus
purchase orders/purchase requisition, or DR as the case maybe.
· Coordinate with Finance for available funds with company banks.
· Handles reimbursement of expenses for check payment in coordination with the
Accounting Officer. 
· Attaches deposit slips to corresponding Official Receipts 
· Passes accounting entries for check payment and stamped all processed
documents.
· Prepares the Certificate of Creditable Tax Withheld (BIR Form 2307) of suppliers.
· Prepares Accounts Payable Vouchers for suppliers, creditors, and liquidation of
petty cash replenishment and reimbursements of employees.
· Maintains Daily Cash Position.


BANGKO KABAYAN (A RURAL BANK), INC.
Account Officer (April 10, 2007 to May 10,2013)
· Provides a list of bank requirements
· Answering queries via phone or walk in clients.
· Assisting the clients (referred by existing clients).
· Marketing Microfinance Loan Borrower and solicits additional funds from existing
clients.
· Receives loan application.
· Conducts Credit and Background Investigation, preparing Cash flow analysis.
· Analyzes loan application as to over-all information gathered.
· Presents loan application for approval to Credit Committee.
· Process loan documents for release and forward it to Branch
Manager/Supervisor to release the loan.
· Close monitoring of loan payment in a weekly/semi-monthly/monthly basis to
attain zero past due.
· Issuance of demand letters, performs remedial measures to past due loans. 
· Preparing monthly reports regarding on performance.
· Preparing of schedule of releases for the week.
· Performs other tasks and duties that may be assigned or required by the
immediate head.


· BANGKO KABAYAN (A RURAL BANK), INC., Head Office,
Ibaan, Batangas
TRAINING ON CAPACITY BUILDING ON SUSTAINABLE SME FINANCE
July 17,2012 to August 23 ,2012

· Philippine Institute Of Certified Public Accountants Building,
700 Shaw Boulevard, Mandaluyong City
TAX REFORM FOR ACCREDITATION AND INCLUSION (TRAIN) RA109963
June 13, 2018

· Philippine Institute Of Certified Public Accountants Building,
700 Shaw Boulevard, Mandaluyong City
PFRS 15 AND 16
October 16, 2019


EDUCATIONAL BACKGROUND

College:                    2003-2007                             Bachelor Science in Commerce
                                                                                Major in Accounting Management
                                                                                University of Batangas
                                                                                Hilltop, Batangas City

High School:            1999-2003                             Governor Feliciano Memorial
                                                                                National High School
                                                                                Lemery, Batangas

Elementary:             1993-1999                             Mohon Elementary School
                                                                               Sta. Teresita, Batangas


SUMMARY OF QUALIFICATIONS

· Proficient in Microsoft Word and Microsoft Excel.
· Experienced in handling confidential work.
· Quick to Learn, willing to work hard to get the job done. 
· Focus clearly on assigned jobs.
· Efficiency and speed of service. 
· Ability to work under pressure and dealings. 
· Good relation with customer and clients.
· Knowledge in Oracle and Nav Dynamics Accounting System.
	
CHARACTER REFERENCES

· Ms. Evelyn Dimaano
Senior Financial Accounting Supervisor
Allegro Microsystems Philippines, Inc.
4756 Sampaguita Street, Marimar Village, Sun Valley, Paranaque City
(02) 823-5000


· Mr. Rey Orense
Area Manager
Banngko Kabayan Private Development Bank
Poblacion Ibaan, Batangas
(043) 311-1420 / 0917-5432850


	I hereby certify that the above information are true and correct to the best of my knowledge and belief.




								   KAREN ANN B. REYES										APPLICANT
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