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CV NO: 792474
gilda montesclaros - kibtiani
	Objective
	· I am seeking employment with a company where I can use my talents and skills to grow and expand the company.

· I want to succeed in a stimulating and challenging environment, building the success of the company while I experience advancement opportunities.

· I want to excel in this field with hard work, perseverance and dedication.

· I want to be part of the success in an environment of growth and excellence

	Skills & Abilities
	· Knowledge in Microsoft Word
· Knowledge in Microsoft  Excel

· Knowledge in Microsoft  Power Point

· Knowledge in CorelDraw GraphicsSuite
· Knowledge in Accounting Assistant jobs
· Knowledge in Making Payrolls
· Knowledge in Making Vouchers

· Knowledge in Secretarial and Clerical Works

· Knowledge in Digital Photography

· Knowledge in Graphic Designs like invites, certificates and calling cards

·  Knowledge in Business Management

· Knowledge in AutoCad Application
· Freehand Drawing

· Strong Technical Abilities in Architectural Drafting and Designs

· Knowledge in Project Management

· Knowledge in Sketch up

· Knowledge in full Architectural Drawings and Preparations

· Knowledge in Landscaping 

· Driving Four(4) Wheels Vehicles

· Cooking and Baking

· Ability to Multi-Task

· Show Initiative without formal instructions

· High Level of Responsibility and Job Commitments

	Experience
	ZAMBOANGA CITY WATER DISTRICT

January 1, 2015 to Present

Secretary to the Assistant General Manger–Technical Services Group
Duties, Responsibilities and Other Task:

· Answering telephone calls

· Maintaining diaries

· Arranging appointments

· Taking messages

· Typing and word processing

· Filing

· Organizing and servicing meetings (producing agendas and taking minutes)

· Managing databases

· Prioritizing workloads

· Recruiting, training and supervising junior staff

· Handling correspondence

· Coordinating mail-shots and similar publicity tasks

· Prepares Vouchers

· Prepares Liquidations Vouchers

· Prepares Disbursement Vouchers 

· Prepares Purchase Orders

· Prepares Authority to Overtime for the Job Orders & Regular Employees
GOLDEN EMPIRE CONSTRUCTION COMPANY

June 5, 2012 to December 31, 2015

Accounting Assistant

Duties, Responsibilities and Other Task:

· Prepares Invoices

· Prepares Bills

· Prepares Account receivables ad payables

· Prepares Purchase Orders

· Prepares Payrolls

· Prepare and verify  Reports and other financial records for entry into computer software

· Assists in the preparation of budgets

· Assists in Releasing the personnel’s salaries
· Assigned as Cashier if the cashier was on-leave
· Prepare daily income/sales and prepare daily journal entry

· Reconcile bank account for the projects

· Prepare authorized refund vouchers

· Compile monthly reports

· Investigate and collect returned items

· Maintain returned check account

· Maintain chargeback account

· Prepare monthly balance sheet schedule
ZAMBOANGA CITY SPECIAL ECONOMIC ZONE AUTHORITY AND FREEPORT
November 1, 1997 to June 4, 2012
Draftsman III
Duties, Responsibilities and Other Task:

· Creates CAD Drawings for Engineering Projects

· Prepares Complete Architectural Drawings with Standard Requirements

· Project In-Charge (Landscaping Projects)

· Manage the Rentals, Maintenance, Landscaping and Beautification of the Economic Zone’s Nature Park for two (2) years
· Greets Customers and General Public in person and on telephone, answers questions and directs to appropriate individual when necessary

· Prepares Payrolls and Vouchers for the Economic Zone’s Nature Park Personnel

· Assist in making the Salary of the Economic Zone’s Nature Park Personnel

· In-Charge in Landscaping Projects

· Manage the Economic Zone’s Cooperative for five (5) years

	Education
	wester mindanao state university
BACHELOR OF SCIENCE IN ARCHITECTURE (GRADUATE)

MASTERS IN PUBLIC ADMINITATION (UNDER GRADUATE)

	CERTIFICATES AND TRAININGS
	· Seminar Workshop on Government Procurement Reform Act (RA 9184)-July 26-28, 2016
· Lecture on Bomb Threat and Civil Disturbance Preparedness-May 17, 2016
· Fire Drill ad Assessment-March 11, 2016
· Lecture on Gender Laws-October 27, 2015
· Gender Sensitivity Seminar-October 26, 2015
· Records Management Seminar (16hours)-June 25-26, 2015
· Maintenance, Repair & Overhaul Solutions-March 25, 2015
· AutoDesk 3Ds Max 2012 (72 hours)-June 2014
· AutoCAD 2012 (72hours)-May 2014
· Photography (24hours)-April 2013
· Landscape Design & Management Seminar-Sept. 2007
· Seminar on Women’s Health Awareness & Empowerment-Nov. 2003
· Values Orientation Workshop-July 2002

	conclusion & declaration
	I hereby certify that the above mentioned statements are true and correct to the best of my knowledge and belief.

	References
	marli p. acosta-de fiesta

OIC-Engineering and Construction Department

Zamboanga City Water District

Pilar Street, Zamboanga City 7000, Philippines

062-063-9911556
ENGR. ANTONIO A. STA. ELENA

Project Consultant

Zamboanga City Water District

Pilar Street, Zamboanga City 7000, Philippines

062-063-9911556

engr. jordy a. midel

Owner/Manager

Golden Empire Construction

Zamboanga City 7000, Philippines

helen p. natividad

Accountant

Zamboanga City Special Economic Zone Authority & Freeport

San Ramon, Zamboanga City 7000, Philippines
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