[image: image1.jpg]



ANGIELYN
ANGIELYN.149077@2freemail.com 

CAREER OBJECTIVE. 
Looking for a career advancement opportunity with a company that will challenge my problem solving skills and allow me to further develop my potential.


SUMMARY OF TECHNICAL SKILLS
· Knowledgeable in Recruiting, hiring and employee relations in departments

· Knowledgeable in analyzing the quality of applicant.

· Knowledgeable in counseling and mentoring employees
· Proficient in using Microsoft Applications (Word, Excel, Power Point, Access);
· Interpreting policies and procedures to ensure company vision, mission and goals are achieved
· Knowledgeable in Accounting practices such as Bookkeeping, Auditing, Paper Drafting, Financial Statement, Bank reconciliation, Payroll, Report Presentation and simple analysis;
· Knowledgeable in Accounting and Taxation; 

· Knowledgeable in using Accounting Software - Manager; Quickbooks
· Highly motivated individual and can be trusted upon to perform the task assigned to her on the best way she can;


 JOB                                            Business Exponent General Professional


    Oct 2014-

EXPERIENCE


Partnership and Co.





     May 2017





“Accounting and Auditing Firm”





Ghiezyll Building Pallocan West Batangas City
Designation: 


HR Officer cum Accounting Staff
Roles and Responsibilities:
· Manage the recruitment and selection process

· Being actively involved in recruitment by preparing job descriptions, posting ads and managing the hiring process.

· Process Payroll with accuracy. Deduct all the loans & advance on time. Distribute all salaries to staffs.
· Providing counseling on policies and procedures

· Maintaining of Employee Records (attendance, employee’s requirements)
· Develop training and development programs.

· Making Financial Statements and computing the Annual Income Tax of the client;
· Post the Sales entries and Contra entries for the payment received on regular basis. Ensure deposits on time with regards to the receivable collection in bank. 

· Preparation of Disbursement Vouchers and handling of Petty Cash Fund.
· Maintaining Financial Reports, Records and General Ledgers;
· Ensure Receipts and Payments Vouchers to be filed properly to retrieve whenever required.

· Performing General Bookkeeping of different client;
· Making Bank Reconciliation;
· Function as Auditing staff during audit transaction of clients;
· Checking of vouchers and the attached supporting documents and ensure that all invoices and staff reimbursements are paid  accurately and in accordance with Finance policies and procedures
· Computation of the Tax Withheld of  Purchases held.
· Working Papers  for Percentage Tax, Value Added Tax, Quarterly and Annual Income Tax Return;

· Monthly summary list of Sales and Purchases for Value Added Tax, purposes;
· Co-ordinate with operation to get the proper inventory and to get the accurate cost of sales with respect to inventory.
· Adherence to organizational value of keeping information confidential;
EDUCATION


Westmead International School



2010-2014

Alangilan, Batangas City






Bachelor of Science in Business Administration

Major in Human Resource Management
SEMINARS AND TRAININGS ATTENDED

2017 Tax Campaign Kick- Off of RD-58 West Batangas



            March 2017

Provincial Auditorium, Capitol Site, Batangas City
2015 RD-058 E-Services Briefing 






          
   Jan 2015
BIR Capitol Site, Batangas City
4th Business and Economics Forum






       
   Jan 2014
Online Opportunities: Access to Success
Event Organizer (Attendee’s Committee)
 Business Management Forum 2013



         


        
  Nov 2013

 Franchising to and Entrepreneurship Adapting to the New Demands of the 

Philippine Economy
 Green Coral Resort Gulod Labac, Batangas City
 Youth Conference on Entrepreneurial Development:



                           April 2013

A Glimpse onto the Challenging World of Business
Capitol Complex, Provincial Auditorium, Batangas City





INTERPERSONAL

Optimistic and possesses the “can do”attitude;
SKILLS AND
Has self- initiative and is able to work independently with minimum

ACHIEVEMENTS 
supervision;





Can deliver quality result even under pressure;





Has the discipline to meet tight schedule deadline;

Willing to learn more and accept new challenges;

A team player; and

Deadline- oriented.

PERSONAL




DETAILS


Gender: 

Female









Citizenship:

Filipino





Language:

English, Filipino





Visa Status:

Visit Visa 

CHARACTER REFERENCES

Will be furnished upon your request 

