Jamico Moina
+63 920-659-9854
jmoina26@gmail.com
13-3 P. Deato, Valenzuela, Philippines, 1445

PROFESSIONAL SUMMARY
An adept Audit Specialist with five years of experience in this field delivering accurate audit reports and recommendations for process improvements. Expertise in analysing data and fraud detection. Identifying irregularities, discrepancies and loopholes of certain procedures mitigating risk. A strong communicator and collaborator with problem solving skills. A job experience that strengthens my resolve to carry out all my obligations with integrity.
WORK EXPERIENCE
Audit Specialist
Nov 2023 - Present

AMA Education System and Group of Companies • Quezon City, Philippines


· Reviewing of student’s documents completeness prior releasing of requested TOR (Transcript of Records) and Diploma such as admission requirements, academic records and student’s financial ledgers.

· Checking of collection reports includes matching of official receipts, disbursements and deposits against declared report.

· Review of franchise billing statements to determine if the amount billed to the franchisee meet the terms for profit sharing and royalty fees based on the signed contract.

· Audit of assigned departments/sections compliance to their standard operating procedure. 

· Construction audit includes checking of contractor’s actual progress on site against submitted progress report for billing based on approved Bill of Quantities.

· Producing reports after engagements indicating audit results, observations and corrective actions.

· Identifying areas for improvement and give recommendations.
Internal auditor - Team leader
Jul 2022 - Sep 2023

Andok’s Litson Corporation • Quezon City, Philippines


· Checking and reviewing of internal auditor’s working papers and audit reports.

· Conduct meetings with concerned departments for discussion of audit findings and observations.

· Make plans and programs for reference of audit engagement.

· Analyzing process flows.

· Train newly hired internal auditors to maximize their potentials.

· Managing day to day activities of the team.

Internal/Field auditor
May 2019 - Jul 2022

Andok’s Litson Corporation • Quezon City, Philippines


· Conduct physical inventory count of production and warehouses every end of the month.

· Inventory audit of production and warehouses includes validation of inbound and outbound transactions, matching actual inventory count against inventory ending balance should be.

· Analysing process flow of different departments to detect loopholes and recommend internal controls.

· Reconciliation of branches sales reports.

· Post audit of payroll - rechecking of absences, late, under time, overtime, night shift differential, holiday pays if all were credited in payroll register against actual timekeeping of employee

· Audit of transport’s trucking billing statements if computations were correct based on approved matrix prior to payment.

· Funds audit - includes validation of collection reports and spot audit of petty cash, revolving fund and cash advances per custodian.

· Procurement audit - validating the authenticity of documents attached in Purchase Order such as requisition form, abstract of canvass and suppliers price quotation prior to approval.

· Audit of accounts payable includes verifying the completeness of required documents prior to payment and/or check release.

· Audit of branches nationwide (Dine-in and Take-out Stores)

· Reporting of audit findings, observations, and recommendations through Narrative Report.

EDUCATION
Bachelor of Science in Business Administration Major in Financial Management

Jun 2014 - Apr 2019

Pamantasan ng Lungsod ng Valenzuela • Valenzuela City, Philippines


SKILLS
· Computer literate, especially using MS Office such as Word, Excel, and PowerPoint.

· Flexible and can do multiple task at a time.
· With good interpersonal skills creating and maintaining meaningful relationship in workplace.
· With good communication and collaboration skills that enables me to facilitate and fix problems during working process.
· Expertise in identifying process improvements for more efficient workflow.

· Capable in situations requiring both individual and group collaboration.

· Quick learner who is able to quickly adjust to working methods, particularly when performing repetitive duties.
HOBBIES
· Basketball

· Watching Movies

· Mobile Games

LANGUAGE
· English (Intermediate level)

