PORTFOLIO
Leigl 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 | OFFER

Accounts Payable & Receivable Management
Bank Reconciliation

Petty Cash Monitoring
Invoice Processing & Payment Tracking

Financial Reports Preparation

Data Entry and Administrative Support




TOOLS & SOFTWARE

Google Workspace

@ = Microsoft 365
_4




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

WORK EXPERIENCE

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




EDUCATION

Masters in Business Administration

Xavier University-Ateneo de Cagayan
15 units earned

Bachelor of Science in Management Accounting

Xavier University-Ateneo de Cagayan
Graduate




* CERTIFICATIONS
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Certificate of Completion
This certifies that

LEIZL JANE ZABALLERO

Has attended and successfully completed the online training in

BOOKKEEPING WITH
QUICKBOOKS ONLINE

3 Day Course -
April 17 -

Certificate of Completion
This certifies that
LEIZL JANE ZABALLERO

Has attended and successfully completed the online training in

BOOKKEEPING USING

XERO SOFTWARE
q P

Qurs

Eead Trainer




* WHY WORK WITH ME?

e 10+ years of accounting and bookkeeping experience
e Highly accurate and detail-oriented

o Experienced with international accounting systems
* Reliable, organized, and deadline-driven

e Able to work independently with minimal supervision

%%



SAMPLE WORK

Bank Reconciliation Report
Trial Balance in Xero

Bank Reconciliation

Columns Compare with Grouping/Summarising

Reconciliation As On: 22-Feb-2026

5 columns selected Compare with 1 year None

Balance

Balance as per Bank Statermemnt B41,363.05

Dheduct:

Trial Balance rder columns
Deposits in Bank mot Reconded in Books
Leizl Jane

As at 30 Junae 2025

Bank
Withdravals in Bank not recorded in Books

Bank

W Liability
ant Liability
ant Lability

Suparannuaton la Current Liability
Income Tax Payable Current Lability

Mon-current Liability

Retained Earnings Equity
“vedits in Book rcorded in Bank
Ol TnTates B T ecc S aro Owner A Share Capital Equity ;
Total B84,982.59 84,982 59
LITED FIDELITY Ib i 2
| I— — = :
‘ ‘ ‘ Total BOLEM.Y

Balance per Books RO2,894.31

Unreconcilled Dillerence 0,00




SAMPLE WORK

Daily Report in Excel with Pivot table
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' LET'S WORK TOGETHER

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

Contact me:

‘ email: leizljanezaballero@gmail.com

I whatsApp: +971589629780



