
                                                             JESTONI T. COSTA


To work in a dynamic and challenging environment that utilizes my professional knowledge and education. Contribute to the overall growth and profitability of the company through proper application of analytical skills.

Knowledge in QuickBooks, MS Office, Internet/E-mail; Outstanding customer service skills; Enthusiastic, self-motivated – good solo and team player; Ability to maintain high levels of accuracy under pressure; Excellent leadership qualities.

Position


Accounting Assistant cum Admin




October 2014 to December 2015

Responsibilities:
· General Accounting- book all accounting entries like the Sales Report, Cash Receipts & Disbursements clearly, accurately, completely and on time; book all end entries like prepayments and accruals correctly and promptly; keep proper records to support all accounting entries; check sub ledgers like AP, AR, and Fixed Assets agree with their respective general ledger control; ensure that general ledger is closed as per agreed schedule.
· Payable Accounting- ensure that suppliers are all paid within the agreed payment period; deal directly with the suppliers and manage supplier expectations; ensure payables sub ledger accounts are reconciled to the statements of accounts on a weekly basis, and keep proper records of all payments; ensure that accruals are booked with accuracy on a monthly basis; ensure that payables are closed for the period promptly and without issues.
· Receivable Accounting- ensure that clients have been invoiced correctly as per contract terms; apply receipts to invoices in a timely and accurate manner; ensure that all credit transactions like reversal of sales, fees or other charges are correct and approved and accounted without any further delay; process refunds to the clients correctly and follow up on delinquent receivables; and prepares the monthly receivables aging analysis report.
Position


Salesman




Sportshouse 




Tacloban City




June 2011 to October 2014
Responsibilities
· Greetings customers who enter the shop
· Assisting shoppers to find goods and products they are looking for

· Being responsible for processing cash and card payments.

· Answering queries from the customers

· Giving advice and guidance on product selection to customers.

· Attaching price tags to merchandise on the shop floor.

· Keeping up to date with special promotions and putting up displays.

· Receiving and storing the delivery of large amount of stock.
Position  


Receptionist cum Administrative Assistant 
Sunzibar
Tacloban City




July 2010 to April 2011
Responsibilities

· Provide Front desk reception duties for the office which includes handling of all phone calls and manage internal & external customers timely and professionally

· Receive and greet all visitors in a professional and warm manner 
·  Collect and distribute all incoming mail and courier items

· Develop and maintain a tracking system on all incoming & outgoing mails and courier items for the office
· Provide full admin support to the team and department 

· Perform data-entry, documentation, printing and filling duties

· Maintain a proper and user friendly filling and document control system for recording and tracking of all documents
· Prepare purchase orders on behalf of their companies. 

· Review prices and product specifications from various suppliers to determine which would provide the best deal. 

· Creating and maintaining purchasing files and price lists, as well as determining if there is enough inventory on hand.

· Track deliveries and make sure their companies receive exactly what was ordered from suppliers.

· Physically check shipments to ensure the appropriate items were delivered. 
· Assist in any ad-hoc duties, projects and activities as and when required.

College



Bachelor of Science in Business Administration



Eastern Visayas State University





Burauen, Leyte, Philippines





March 2010

Birthday



September 13, 1989
Civil Status



Single

Religion



Christian- Roman Catholic

Nationality



Filipino
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