LOURIVEL A. LOREJO

ACCOUNTING & EXECUTIVE SUPPORT | BOOKKEEPING | CLIENT SERVICE
Quezon City, Philippines | WhatsApp: +63 928 150 2525 | lourivellorejo@gmail.com
linkedin.com/in/lourivel-lorejo-b4186b205

PROFESSIONAL SUMMARY

Highly analytical accounting and bookkeeping professional with more than four years of combined experience across
project-based US-client bookkeeping, banking, automotive, and distribution environments. QuickBooks Online Certified
ProAdvisor with over two years of project-based bookkeeping support from January 2024 to July 2026. Experienced in
reconciliations, AP/AR monitoring, General Ledger support, financial-data cleanup, adjusting and reclassification entries, and
P&L and Balance Sheet support. Brings transferable executive and administrative support strengths in confidential records
handling, tracker ownership, deadline follow-through, report preparation, stakeholder coordination, and concise client status
updates. Works independently, investigates exceptions to their root cause, and escalates only items requiring client judgment or
approval.

CORE COMPETENCIES & TECHNICAL EXPERTISE

- Accounting & Reconciliation: Bank, credit-card, and account reconciliation; General Ledger support; adjusting and reclassification
entries; month-end review; financial-data cleanup.

- AP/AR & Controls: Vendor-invoice and purchase-order verification; open-invoice and payment monitoring; Statements of Account;
supporting-document review; discrepancy investigation.

- Executive & Administrative Support: Confidential records management; tracker and action-item ownership; deadline and document
follow-up; organized report preparation; workflow documentation.

- Client & Stakeholder Support: Clear status communication; customer and vendor coordination; client-question tracking; issue
escalation; professional written English.

- Reporting & Data: P&L and Balance Sheet support; cash monitoring; audit-trail documentation; Excel and Google Sheets trackers;
PivotTables, VLOOKUP, and XLOOKUP.

- Systems: QuickBooks Online, SAP Business One, Oracle, Microsoft Excel, Google Sheets, and Google Workspace.

PROFESSIONAL EXPERIENCE

Independent Bookkeeping Projects | Remote January 2024 - july 2026

Freelance Bookkeeper / Project Consultant - US Client

- Delivered project-based bookkeeping and accounting support for a US client using QuickBooks Online and spreadsheet-based
financial records.

- Reviewed bank and credit-card activity, categorized and reclassified transactions, and maintained a Chart of Accounts aligned with
business and reporting requirements.

- Performed reconciliations and traced missing, duplicated, misposted, or incorrectly classified transactions through source records
and transaction histories.

- Monitored Accounts Payable and Accounts Receivable, open invoices, customer and vendor balances, and required supporting
documentation.

- Created Excel and Google Sheets trackers for AP/AR, reconciliation status, cash movements, discrepancies, client questions, and
document follow-up.

- Supported month-end review and P&L and Balance Sheet preparation by improving record completeness and reliability.

- Managed assigned work independently, communicated progress and exceptions clearly, and escalated items requiring client
judgment or approval.

Bank of Makati June 2023 - December 2023
Accounting Associate

- Processed and posted high-volume accounting transactions in Oracle while meeting internal-control, accuracy, and confidentiality
standards.

- Reconciled internal accounting records with General Ledger balances and traced unexplained differences to the underlying
transactions.

- Investigated unresolved variances using historical reconciliation reports and recommended supported adjustments without forcing
balances.

- Extracted and analyzed large accounting datasets in Excel using PivotTables and structured review formats for transparent
reporting.
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PROFESSIONAL EXPERIENCE - CONTINUED
Toyota Cagayan de Oro City September 2021 - March 2023

Accounting Staff - After-Sales Financial Reporting

- Managed Accounts Receivable monitoring for after-sales operations and maintained current tracking of dealer and satellite-office
transactions.

- Verified customer payments by matching bank deposit slips with open invoices and internal records, then generated Statements of
Account in SAP.

- Investigated balancing differences across high-volume records and multiple operational systems to identify discrepancy root
causes.

- Prepared reclassification and adjusting journal entries in SAP to correct General Ledger coding errors and support accurate
reporting.

- Designed improved Excel trackers that streamlined financial-data organization and resolved recurring record-archiving issues.
Fast Distribution Corporation June 2020 - December 2020
Accounting Staff - Accounts Payable

- Verified vendor invoices against purchase orders and delivery documentation before payment processing, supporting completeness
and internal-control checks.

- Maintained Accounts Payable records, prepared monthly accounting reports, and performed bank reconciliations to identify
operational discrepancies.

- Resolved invoice variances and missing-document issues through coordination with vendors and internal stakeholders.

- Improved accounting-record organization and encoding workflows, reducing avoidable data-entry errors and improving document
retrieval for review and audit purposes.

Philippine National Bank April 2016 - May 2016
On-the-Job Trainee - Assistant New Accounts Personnel

- Supported new-account documentation, data entry, customer-record organization, and front-line service while observing banking
confidentiality and data-privacy requirements.

EDUCATION

Liceo de Cagayan University - Bachelor of Science in Business Administration, Major in Management Accounting | 2013 - 2018

CERTIFICATIONS & TRAINING

- QuickBooks Online Certified ProAdvisor; QuickBooks Online Accountant Certification - June 2026.
- SAP Business One Training - Fasttrack IT Academy / Liceo de Cagayan University, October 2015.
- Basic Microsoft Excel - Bank of Makati, August 2023.

- English Grammar & Vocabulary C2 Advanced / Mastery self-assessment - Exam English, July 2026 (free self-assessment; not an
official examination result).

- Digital Literacy and Spreadsheet Management.
HOME OFFICE & REMOTE WORK SETUP

Dedicated quiet home office | Dell laptop with 11th Gen Intel Core i7 processor and 8GB RAM | EKSA wireless noise-cancelling headset |
Globe Fiber 100+ Mbps primary internet | Smart mobile-data backup
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