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CV No: 894882
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
JOB OBJECTIVE



To avail of a position that will require my best efforts and abilities in the discharge of my responsibilities. 
WORK EXPERIENCE

     
 Branch Head 

Corporation –Branch
     




May 15, 2008 – May 31, 2012

Corporation is the Exclusive Distributor of Konica Minolta Bizhub and Risograph Duplicating Machines in the Philippines. As Branch Head, I am responsible for the Market Development of my area of responsibility. I was also responsible in hitting the Monthly Budget Quota of the Branch for Machines, consumables and spareparts Aside from that, I also monitor clients and see to it that they are buying consumables from UBIX. I also monitor my staff including Admin Assistant, Accounting Clerk, Stock Custodian, Sales Staff and Service Engineers. I check petty cash reimbursement or daily expense report of Admin Assistant. Monitor day to day transactions including In and Out of Parts and Consumables.
         
Branch Supervisor

October 01, 2006 – December 2007
 




U-BIX Corporation – Palawan Branch
  
Responsible for Palawan Branch operation, its market saturation and development. More on focus on Selling 
Company’s Products, Monitor After Sales Service. I was able to develop newly opened Branch and was awarded as Best Branch twice in a Year during my stay.
Customer Service Officer
May 20, 2006 – October 01, 2006




U-BIX Corporation – Angeles City Branch
Responsible for maintaining all existing accounts. Have a harmonious relationship  with clients for continues lifetime partner in business.


Admin Assistant / OIC
March 20, 2006 – May 20, 2006





U-BIX Corporation – Iloilo City Branch  

Branch Admin Assistant 
March 01, 2004 – March 20, 2006
U-BIX Corporation – Angeles City Branch
Supervise Service Engineers for their service schedules daily. Prepares Sales Invoice, Delivery  Receipts, Receiving report for all items In & Out. Prepares Weekly Reports to be submitted to head office like daily sales, collections, daily debit & credit memos. Forward all documents or accouting copies to head office every Monday. Monitor all stocks In & out, request if running out. Accept service calls and schedule it to service engineers. 

Bookkeeper


July 16, 2002 – February 28, 2004
U-BIX Corporation – Angeles City Branch
Internal Accountant 

August 05, 1997  – July 15, 2002
May Auto Glass, Inc.
Responsible for all B.I.R. transactions, SSS and Philhealth, Accounts Payables and Receivables.

 
Receive Remittances

 
Budgetting

 
Make financial report like Balance Sheet, Income Statement and Cash Flow


Audit 5 Branches like Sales Report, Inventory, Receivables and Petty Cash.

EDUCATION


April 12, 1997


Bachelor of Science in Accountancy

Holy Angel University, Angeles City


March 24, 1992

Secondary Education

Sacred Heart Academy
Gloria, Oriental Mindoro


March 31, 1988

Primary Education






Gloria Central School





Gloria, Oriental Mindoro
SKILLS

Computer Operation – Email, Internet, Powerpoint, Word and Excel
Driving
