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Roy San Felipe Ignacio
+639554065683
roymel16.ri@gmail.com
www.linkedin.com/in/roy-ignacio-4681b5243
Sitio Lamuan Quisao Pililla, Rizal 1910 Philippines

PROFESSIONAL SUMMARY
____________________________________________________________________________________
With over 10 years of experience in Accounting, HR, and administrative roles, I bring a robust skill set and a wealth of knowledge to any organization. My background includes extensive payroll administration, financial management, and administrative support, showcasing my ability to handle complex tasks efficiently. I am dedicated to contributing to organizational goals by leveraging my expertise in a challenging environment that fosters professional growth and development.

WORK EXPERIENCE
Unemployed

During 2023-up to present, I took the initiative to start and manage my own business. This experience allowed me to develop entrepreneurial skills, gain hands-on experience in managing operations, and enhance my problem-solving abilities. Although I eventually decided to transition back into the workforce, the skills and knowledge I acquired during this time have greatly enriched my professional capabilities
Payroll Administrator


Sankyu ARCC Saudi Company Ltd. • Jubail, Saudi Arabia
May 2014 – Sep 2022

· Managing the entire process of Payroll.

· Uploading of payroll through Wages Protection System

· Preparation of final settlement for resigned/exit employees.
· Preparation of End of Service Benefits of employees.
· Maintaining Company’s bank account/Online banking transactions such as payment, fund transfer
· Bookkeeping

· Petty Cash

· Bank reconciliation

· Cheque payment / Wire transfer payment preparation

· Accounts payable / Accounts receivable (process and managing payment, preparing aging report, accounts reconciliation, generating and sending out invoices to client, payment monitoring, following up outstanding invoices, managing incoming payments, attending to client’s queries or issues related to billing). 
· Assist Sr. Accountant on month-end closing and Financial Report / Year end audit
· Other ad-hoc Responsible for Outgoing/Incoming transmittal to client (also executive secretary of Managing Director)

· Other ad-hoc Finance/Admin/GA duties as required

· WFH (Mar – Sep 2022) Directly reporting to Finance Head/HR Head and Managing Director

Payroll Administrator
Al Rushaid Construction Company Ltd • Al Khobar, Saudi Arabia
Mar 2011 – Apr 2014
· Petty cash voucher preparation

· Maintaining petty cash fund

· Downloading of daily attendance through fingerprint system

· Monthly payroll processing

· Preparation of final Settlement for resigned/exit employees

· Consolidation of payroll every month (all projects)

· Accounts payable/Accounts receivable
· Payment to suppliers
· Handle some responsibilities in the absence of Accounting Head

Payroll Assistant


EEI Corporation • Philippines

Wyeth Philippines Dryer 3 Expansion Project 

2008 – 2010

· Preparation of Weekly Payroll

· Preparation of Payroll for demobilized employees

· Preparation of Petty Cash/Cheque Vouchers

· Preparation of monthly statutory report

· Handle some responsibilities in the absence of Project Accountant

Payroll Assistant


EEI Corporation • Philippines

Kurimoto/CAMANAVA Dam & Flood Control Project

2006 – 2008 

· Preparation of Weekly Payroll

· Preparation of Payroll for demobilized employees

· Preparation of Petty Cash/Cheque Vouchers

· Preparation of weekly and monthly cash report

· Preparation of monthly statutory report

· Bank reconciliation

Payroll Clerk


EEI Corporation • Philippines

United Laboratories (UNILAB) Project

2004 – 2006
· Preparation of Weekly/Monthly Payroll

· Preparation of Weekly Cash Report

· Data Entry Works

Payroll Clerk


EEI Corporation • Philippines

Maynilad Water Services Inc./Manila Water Co. Inc. Project

2002 – 2004
· Preparation of Weekly/Monthly Payroll

· Preparation of Weekly Cash Report

· Salary pay-out of employees

· Preparation of monthly payables forecast

· Data entry works

Timekeeper/Encoder


EEI Corporation • Philippines

Metropolitan Waterworks and Sewerage System (MWSS Project)

2000 – 2002
· Monitor daily attendance (all employees in each station)

· Preparation of manhours report

· Preparation of Weekly/Monthly Payroll

· Salary pay-out every station

· Encoding daily time records (all employees in each station)

· Encoding petty cash voucher

· Encoding weekly cash report

· Control transmittal letters and other related documents

· Perform other duties as work situation may require from time to time

EDUCATION
BSBA – Financial Management

International Institute of Computer Science and Administration (CAP College Foundation Inc.)
Saudi Arabia
2020 - 2021


· Undergraduate

Computer System Design & Programming


AMA Computer Learning Centre

Caloocan City, Philippines


1997 - 1999

· Graduated two-years vocational course

SKILLS
· Technical Skills
· Administrative Skills
· Analytical Skills
· Interpersonal Skills
· Organizational Skills
· Problem-solving skills
· Multitasking
· Computer proficiency skills
· Team work
· Work ethics
PROFESSIONAL CREDENTIALS
· Managing Employees Safety and Health Seminar

· Thinking Outside the Box Seminar

· Safety Orientation (Sankyu-ARCC)

· Internal Quality Auditing – ISO 9001 : 2015

· ISO 9001 Awareness (Year 2015 Version)
· Member of Saudi Organization for Certified Public Accountant from 2020-2022
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