
PORTFOLIO
Leizl Jane Zaballero

“Your bookkeeper partner”



ABOUT ME
Hello, my name is Leizl Jane. A detail-oriented
and experienced Accounting Professional with
over 10+ years of experience in bookkeeping,
accounts payable/receivable, and bank
reconciliation. Skilled in supporting businesses
with accurate financial records, cash flow
management, and administrative efficiency.



SERVICES I OFFER
Accounts Payable & Receivable Management

Bank Reconciliation

Petty Cash Monitoring

Invoice Processing & Payment Tracking

Financial Reports Preparation

Data Entry and Administrative Support



TOOLS & SOFTWARE



WORK EXPERIENCE
September 2025 – Present
Assistant Accountant
Giffin Al Jazira Metal Industries, UAE

October 2023 – August 2025
Accounting Associate- Payables
LBC Express, UAE

October 2016– April 2022
Accounts Receivable Officer/Head-Billing &
Collection Department
 Balingasag Water District, Philippines

March 2014– October 2016  
Accounting Clerk
Balingasag Water District, Philippines     

January 2013 – March 2014    
Administrative/ HR Assistant 
Balingasag Water District     

June 2013 – March 2014                   
Part time College Instructor  
Misamis Oriental Institute of
Science & Technology   
  
April 24, 2012 – August 2012                        
Compliance Specialist    
Strategic Property Management 10
Corp.    

November 2007 – August 2011                    
Bookkeeper
Balingasag Water District    
     

November 2006 – April 2007 
Plant Logistics Clerk 
Coca-Cola Bottlers Philippines, Inc. 

May 2006 – October 2006                        
Jr. Bookkeeper
Swift Foods, Inc
  



Masters in Business Administration
Xavier University-Ateneo de Cagayan
15 units earned     

EDUCATION

Bachelor of Science in Management Accounting  
Xavier University-Ateneo de Cagayan  
Graduate          



CERTIFICATIONS



WHY WORK WITH ME?
10+ years of accounting and bookkeeping experience

Highly accurate and detail-oriented

Experienced with international accounting systems

Reliable, organized, and deadline-driven

Able to work independently with minimal supervision



SAMPLE WORK
Bank Reconciliation Report

Trial Balance in Xero



SAMPLE WORK
Daily Report in Excel with Pivot table



I’m available to support your business with reliable
and efficient bookkeeping services

         Contact me:

                  email: leizljanezaballero@gmail.com

                  WhatsApp: +971589629780

LET’S WORK TOGETHER


