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SHERYL
SHERYL.15163@2freemail.com  

 PERSONAL INFORMATION

           Date of Birth                                 August 28, 1981
           Age                                                26

           Sex                                                Female

           Civil Status                                   Single

           Citizenship                                    Filipino

           Language Spoken                         English/Filipino

           Position Desired:          
                                Accountant/Banking&Finance           

JOB DUTIES:          
1. ACCOUNTING/ BOOKEEPING FUNCTION – responsible for checking transactions over the counter; has access to terminal, monitor pending checks.

      • Checks and accounts float items for correction.
      • Call back transactions on GL for proper posting and classification. 

      • Inform clients about pending checks with technical problems for proper disposition.

      • Coordinates with cashier for “returnable checks.” 
      • Transfer funds per authority.
      • Download reports on computer and prints them for distribution.
      • Call back transactions affecting Current and savings Accounts and informs appropriate
        person for action.

      • Keeps complete file of reports. Deposit an withdrawal slips and tickets.  
2. CLEARING FUNCTION – responsible for processing outward and inward clearing of checks; collects transactions/ documents for processing from tellering, new accounts, loans, and foreign and accounting sections.

      • Handles processing of outgoing clearing checks.

      • Process incoming clearing checks.

      • Blocks teller’s transactions for the day.

      • Prepares tickets and post transactions for the day.               
EDUCATIONAL ATTAINMENT:

Educational Level             Course Major         School University    Years Attended

College Graduate         BS in Accountancy       Bicol University                      1998- 2003

High School Graduate                                       St. Raphael Academy                   1994-1998

Elementary Graduate                                        Bicol University Lab. School 11   1988-1994
UNDERGRADUATE PRACTICUM EXPERIENCE:

Napili, Bonacua and Associates                                          Bookkeeper

Accounting and Auditing Firm                                     Nov. 2000-Jan.2001

539-9 Rizal St., Cabangan, Legaspi City               

Accounting Department                                                Accounting Assistant

Municipality of Daraga                                                      Mar-May 2002

Daraga,Albay

Commission on Audit                                                      Student Assistant

Bicol University                                                           Nov. 2001-March 2002

Legaspi, City                                                                      Auditing Staff                                                                                    Nov. 15. 2002-Jan. 28, 2003
TRAININGS ATTENDED:
Basic Clearing & Accounting Operations                                 Aug.23-25, 2007
28th flr. Equitable tower,Paseo de Roxas Mkati City        

Anti-Money Laundering Act (AMLA)                                       Nov. 24, 2006
28th flr Equitable Tower,Paseo de Roxas Mkati City

Branch Operations Course                                                     September 5-6, 2006

28th flr Equitable Tower,Paseo de Roxas Mkati City

Vat Updates, Witholding Tax Updates,                                  March 18&30, 2005
CRM & NO AUDIT PROGRAM

Bureau of Internal Revenue

BIR Annex Bldg., Leagaspi City
PROFESSIONAL LICENSE:

      Certified Public Accountant May 2006 C.P.A Licensure Exam Board Passer

      Rating: 77.71   Passed

      PRC-LIC. NUMBER:  117017

      Date of Registration:  June 2, 2006
WORK EXPERIENCE:
         Napili, Bonacua and Associates

         Accounting and Auditing Firm

         539-9 Rizal St., Cabangan Legaspi City

         Dec. 2004-April 2005 
         Accounting Assistant

        China Banking Corporation

         Asuncion Branch

         Chinatown Steel Towers Asuncion St., San Nicolas, Mla

         September 1, 2006 – Jan.31, 2007               

         Branch Operation Assistant 1 – BRAD Float
        CBC- Branches Admin. Dept. 

         Feb. 1, 2007-March 31, 2007
         CBC-Legazpi Branch

         April 10, 2007-July 29,2008

         Branch Operation Assistant 1- BRAD Float      

I hereby certify that the above information stated herein are true and correct to the best of my knowledge and belief.  

