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Seeking a position in the finance and/or accounting field where excellent analytical and technical skills can be utilized to improve the company’s profitability and further enhance my professional abilities.


PROFILE
· Certified Public Accountant with six (6) years solid work experience

· Excellent human relation skills, having directly dealt with a variety of clients and third party contracts and supervised associates on several projects

· Solid expertise in MS Excel and its functions

· Proficiency in other MS office applications (MS Word, MS PowerPoint, etc.)
· Extensive exposure to accounting systems (Peachtree and Quickbooks)

· Solid writing, editing and oral communications skills

· Proven ability to analyze problems and plan and execute solutions on various accounting issues

· Detail-oriented and organized

· Resourceful, efficient, reliable and can handle multi-tasking activities

DUTIES AND RESPONSIBILITIES HANDLED IN THE FOLLOWING AREAS:

FINANCE AND ACCOUNTING
· Preparation of monthly financial statements from journalization to finalization including government tax remittances and other reporting requirements.

· Preparation of periodic investor and management reports, such as but not limited to, sales and collection reports, cash position reports, portfolio summary and status reports, and cashflow projections based on management estimates.

· Supervision of accounting staff and direct reporting to management on current status and other issues

· Monitoring of payables and receivables section by daily reviews of disbursement vouchers, sales invoices and statement of accounts.

· Preparation of payroll remittances and remittance of related taxes

· Communication with external auditors and assistance to outsourced accountants on client’s assets and transactions
· Handling of special client engagements such as physical inventory taking with assistance to preparation of inventory reports and reconciliation and reconstruction of financial statement accounts
ADMINISTRATIVE

· Represent company as well as clients in meetings for finance and accounting matters
· Maintenance of client database on asset information including monthly update and report of their current status using in-house developed software and other applications  
· Maintain and organize client files on regular basis

· Capital Servicing Advisors Philippines, Inc. 

· Company Profile:  The Capital Services Group manages acquired, originated and securitized real estate and loan asset portfolios of clients across Asia.  The Philippines branch’s main client is the Lehman Brothers Philippine entities

· Position:  From General Accountant to Investor Reporting Accountant and Analyst

· February 2007 to August 2009
· Millennium Business Services, Inc.
· Company Profile:  An outsourcing company that provides services to other companies such as bookkeeping, general accounting, treasury services, audit assistance, inventory counts and other related services
· Position:  Junior Accountant to Associate Supervising Accountant

· December 2004 to January 2007

· Significant client engagements:  Lehman Brothers Philippine entities (where I served as the accountant for a year), Gourmet and Wines Experts, Inc. (as supervising accountant for 11 months), Sumitomo Electric Industries, Inc. (as accountant for 6 months), Universal Electronics Assembly Corporation and Ecolochem Holdings, Inc. (as accountant for more than 1 year), and Johnson and Johnson and Reader’s Digest (as auditor and team leader on physical inventory taking).
· China Banking Corporation
· Company Profile:  A commercial bank that offers financial products and services such as deposits, international banking, insurance, loans and credit facilities, trust and investment services, and cash management
· Position:  Accounting staff

· February 2004 to December 2004

 
1999-2003 Philippine School of Business Administration

Bachelor of Science in Accountancy

1997-1999

La Consolacion College, Manila (2nd half of secondary education)
1995-1997

Saint James College, Parañaque (1st half of secondary education)
Government Examinations Passed
-
CPA Board Examinations October 2003 (Rating: 81%)
Other significant qualifications:


· Expert in MS applications especially in MS Excel and MS Word

· Intermediate level of proficiency in Quickbooks and Peachtree Accounting Systems

· Intermediate level of proficiency in Cognos BI – Adhoc Querying

Date of Birth:
March 5, 1982

Place of Birth:
Manila, Philippines
Civil Status:
Single

References will be made available upon request.[image: image2.jpg]



SUSANAH EMILY E. PALMA, CPA


Jumeirah 1, Dubai, UAE


Email address:  � HYPERLINK "mailto:susanah.e.palma@gmail.com" ��susanah.e.palma@gmail.com�


Mobile No. 050 949 2843
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