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CURICULUM VITAE








NIMFA SANOSA FREO







Mobile No. : +971502439682/+639194266209
Email address: nimfa_freo@yahoo.com.ph Passport No WW0159404 valid till Oct.2012
POSITION APPLYING FOR:   Accountant
SEX

:
Female
RELIGION   
:
Christian
CIVIL STATUS   :
Married
EDUCATIONAL BACKGROUND


COLLEGE
: 
COMMERCE ( ACCOUNTING )





POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

OTHER SKILLS:


With computer knowledge ( Microsoft  Office- Excel and Word)


With knowledge on Peachtree , Delta and Office Manager Software
WORK EXPERIENCE:
TOWERS FOUNDATIONS

Abu Hail, Dubai

September 24,2006 to present-  Accountant

Job Description:



Prepares and updates Daily Cash Flow of the company. 

Prepares cheques , and payment voucher using the software.


Updates reports for Payable accounts and Receivables from clients.



Prepares Salary and Overtime for Labor Site Staff and Administrative Staff.    



Prepares Monthly Cash Flow and updates bank statement report weekly.


Updates Bank Balance and record it to the software and deal with bank transactions.


Prepares payment to suppliers, release cheques at scheduled dates.


Follow up collections to clients and collect .



Records all Expenses for each Project Site per project cost and Projected Cash Flow-BOQ.



Prepares Project Report for Project cost against Expenses to determine the status of the Proj.


Updates and records office petty cash, PRO petty cash accounts.


Prepare Project Payment Certificate  each month base on project percentage completed.
Make audit for every fiscal year , for fixed assets depreciation, prepaid insurances and adjustment of trial balance and bank statements and other audit work for the accounts.
AL AWTAN CONTRACTING COMPANY

Muraqqabat, Dubai

December 4,2005 to June 30, 2006- Accountant
Job Description:



Prepares cheques and  payment vouchers to suppliers.


Records Petty Cash from Office and from Site projects.


Prepares Summary reports from each projects including cost of exp.




Records payment vouchers, suppliers list and updates records and reports



Prepares Salary for Labor Site Staff and Administrative Staff.
GENTECH INDUSTRIAL CORPORATION-Mechanical Const. Co.- Philippines

June 27,2003 to August 15,2005- Administration/Accounts Officer
Job Description:




Prepares cheques and check vouchers for payments




Prepares accounts payable per scheduled payments




Prepares weekly and monthly payroll, handles office petty cash




Updates monthly expenses for company overhead summary and project expenses




Prepares daily cash flow.




Record expenses per book of accounts , per bank record and per project.




Prepares letter, interoffice memorandum and others

MAVIMA GROUP INCORPORATED-Philippines

May 19,1994 to January 31,2003 -Admin and Finance Officer

Job Description:




Handling of office petty cash




Prepares weekly and monthly payroll




Records company transaction to its respective books of accounts




Prepares cheques and check vouchers for payments




Schedule/releases cheques considering the cash position of the Company




Follow up billings and collections




Prepares daily cash flow




Records and updates expenses of the Company per day and submit reports

RADIUM ENGINEERING SUPPLIES-Philippines

August 1993 to April 1994- Accounting Head

Job Description:




Records books of accounts, expenses, sales , cashbook




Handling office petty cash




Prepares monthly payroll




Prepares cheques and check vouchers for payments




Follow up collections




Schedule and release of payment to suppliers




Prepares monthly reports, handles and updates all expenses

UNITED CONTAINER CORPORATION- Philippines

February 1990- March 1991-  Personnel Assistant

Job Description:




Updates and records of employees




Computes payroll and reports newly hired employees and assist in preparing & releasing salary


SANFORD CORPORATION- Philippines

October 1985- January 1990- Bookkeeper/Accountant



Job Description:




Responsible in recording and updating expenses, sales invoices




Prepares monthly trial balance and submit reports




Prepares cheques and check vouchers for payments




Reconcile monthly bank balance to books of accounts




Computes labor cost on a per job order basis




Prepares payroll, handles office petty cash




Make and audit every end of the year for accounts

Reference Person


                   1.  Lejani Cadapan-  Golden Sands and Co.

                   2.  Christina Aux
                 -  SPM Flow  -  Jebel Ali -04-883-63-68




 Mobile No.: 050-502-86-16


                   3.  Maribeth Padura                 - Towers Foundations- 04-268-44-26




 Moblie No.: 050-169-21-54
