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Mary Jane Pineda-Borja

 

Cell phone#:09566427121
Address: #1119H J.P. Rizal corner Carballo Street, Guadalupe Viejo

Makati City 1211

Email Address: emjhey.borja2@gmail.com
Objectives:
Seeking for a challenge and responsible position in well-organized establishment where there is an opportunity for development and growth.

Work Experience:
*June 2023 – present: Fresenius Medical Care Solutions Services (Philippines), Inc.

I. 
Position Title

:
Financial Analyst   

II.
Department

:
Finance Accounts Payable Department
III. 
Reports to 

:   
Supervisor
Key Tasks and Responsibilities: 
1. My responsibility is to review, match and process invoices for payment in SAP for Singapore, Pakistan, Malaysia, Hongkong.

2. Address our local queries and provide resolutions thru MS teams, Service Now ticketing tool and generic mailbox.
3. Attend meetings and trainings for improvement in managing task assigned.

4. Prepare/review monthly KPI.

5. Perform month end closing of the book of the countries that I support.
*2007 to May 2016 Bhagi’s International Trading Corporation
I. 
Position Title

:
Accounts Receivable Officer   

II.
Department

:
Finance Department
III. 
Reports to 

:   
Assistant Finance Manager
General Function:

Oversee the overall functions of Accounts Receivable. Supervise and guide the subordinates with their respective assigned functions and responsibilities. Enhance systems; introduce basic internal control, implements new policy and guidelines for the operations with the approval of higher Management as per requirement.
Key Tasks and Responsibilities:
1) Checks the following: daily collections, SOA and correspondence to be sent out to customer, approve customers PO, recommend and initiate appropriate actions to ensure collection of overdue accounts.
2) Facilitates closing of books per month.
a) Review month-end Sales Report Official / Credit Memo / Summary of Expenses
b) Check and review and post month-end A/R and withholding tax adjustments.
c) Check and review deducted EWT in account and the completeness of corresponding Ewt Certificates. 
3) Check and audit the following monitoring reports. 
a) Review undelivered invoices report.
b) Spare Parts Monitoring Report

c) Pending Merchandise Pick Up Slip
4) Review Agent trip allowances computation 
5) Files Major Customer Contract

6) Review final Luxe Sales Report, collections and adjustments.
7) Prepare performance appraisal of subordinates.
8) Prepares monthly reports of Accounts Receivable

a. Sales per Agent, Collection for the month, Total Receivables, Discounts, 

b. SM Sub. Dept. Sales, Over-Dues, Unallocated, Missing Invoices, 

c. Cancelled Invoices, Consignment Pull-Out, Concession Billing monitoring.  

9) Perform any task that maybe assigned by the Management. 

*2000 to 2007   LLRJ Trading (Makati City) -   Bookkeeper

1. Responsible for Disbursement & Accounts Payable / Check releasing 

2. Responsible for Making Payroll 

3. Responsible for bookkeeping (Sales Journal, Cash Receipts, Purchases Book, & Disbursement book.) 

4. Responsible for Filling Income Tax & Vat Return, SSS, Phil health, Pag-Ibig 

5. Responsible for monthly inventory of the company.

6. Responsible to monitor Accounts Receivable of the company.
*1998 to 2000 TROPFISH SALES (Diliman Quezon City) - Secretary/ Cashier

1. Collected and maintained all records of the company.
2. Reconciled and prepared invoices.
3. Scheduled meetings and prepared payroll reports.
4. Prepared payments and daily deposit.
5. Prepared petty cash replenishment and utilized my organizational skill in all aspects of this position.
*1996 to 1998    TCL Hatchery (Pansol, Pampanga)  - Sales Clerk

· Manage Day to day sales of the company, building relationships with the wholesaler/retailers, telemarketing & introduce product to new customers.

Skills:
Effective written and verbal communication Skills
Good analytical ability

Good in Ms Word and Excel

Micro Dynamics Navision 2013
Quickbooks

SAP
Personal Information:
Age: 45
Date of Birth: August 27, 1979

Religion: Catholic

Height: 5”

Civil Status: Married
Educational Background

· 1999 to 2000
  
NCBA – Fairview
     Computer Management

· 2000 to 2005
 
University of Makati
     BS Accounting Technology

· 2005 to 2006      
University of Makati
     BS Accountancy
Organization Memberships
· LCM (Lectors & Commentator Ministry) Nuestra Senora De Gracia Parish 

· Music Ministry - Nuestra Senora De Gracia Parish 
· Hearts of Jesus and Mary Prayer Community
References available upon request.
