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Christine
Christine.194683@2freemail.com  

PROFILE:

Skills : Accounting, Customer Focus, Data Entry, Phone Skills, Excellent Verbal and Written Communication, Multi-tasking, Microsoft Office proficient.

Has worked in an accounting firm for almost two years as an accounting staff. Has been a customer service representative for four months which developed my skill in dealing with various people.

Can work with minimum supervision while understanding the necessity for communicating and coordinating work efforts with other employees and organizations. Has strong work ethic and emphasis on attention to details. Has the ability to work well under pressure and meet deadlines.

Willing to undergo training in line with my skills or other responsibilities.

WORK EXPERIENCE:

Inventor, Miranda and Associates, Certified Public Accountants

Bacolod City, Philippines

December 2011 - May 2013

Accounting Assistant

· Compiles financial information to prepare entries to accounts, documenting business transactions, and completes corresponding reconciliations.
· Preparing trial balance and financial statements for single proprietors and corporations.
· Correct, process and reconcile a wide variety of accounting documents such as invoices, reimbursements, and cash receipts.
· Preparing and computing monthly and quarterly tax payments for Bureau of Internal Revenue (BIR).
· Responsible for the quarterly compliance of sales and purchases summary.
· Ensures that all deadlines are met in accordance with the closing dates set by management.
· Conducting quarterly cash count.
· Retyping drafted letters for new client contracts and renewal or revising existing contracts.
· Monitoring and responsible for keeping the records of the on-the-job trainees.
· Attending seminars for new tax policies.
Panasiatic Call Center, Inc. (Tracfone Wireless)

Bacolod City, Philippines

September 2013 – December 2013

Customer Service Representative

· Answers inquiries by clarifying desired information; researching, and providing information.
· Resolves problems by clarifying issues, researching and exploring answers and alternative solutions, and implementing solutions.
· Effectively transfer unresolved problems and misdirected customer requests to an appropriate party.
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· Activation and reactivation of clients’ phone.
· Processing adding air time to phone using credit or debit card of the clients.
· Providing instructions on troubleshooting client’s phone with technical issues.
· Keeps equipment operational by following established procedures; reporting malfunctions.
· Participate in activities designed to improve customer satisfaction and business performance.
Sylvia Manor Hotel (Client of Inventor, Miranda and Associates, CPAs)

Bacolod City, Philippines

November 2010 - March 2011

Internship

· Journalizing
· Bookkeeping
· Inventory of files
SEMINARS and TRAININGS :

Philippine Accounting Standards Updates

Santuario de La Salle, Bacolod City, Philippines

September 2009

Updates in Auditing and Code of Ethics Revisions

Santuario de La Salle, Bacolod City, Philippines

January 2010

Business Process Outsourcing

Colegio San Agustin, Bacolod City, Philippines

April 2010

Phone Etiquette

Colegio San Agustin, Bacolod City, Philippines

July 2010

Information System Audit and Accounting Process Outsourcing

Planta Hotel, Bacolod City, Philippines

January 2011

Panasiatic Call Center, Inc. (Tracfone Wireless Training)

August - September 2013

PROFESSIONAL MEMBERSHIP:

Junior Philippines Institute of Accountants- CSAB-B Chapter

2008-2011

Board of Director (2010 – 2011)

Western Visayas Federation of Junior Philippine Institute of Accountants (WVFJPIA)

2006-2011

Standing Committee of WVFJPIA President (2010 – 2011)
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Negros Confederation of Junior Philippines Institute of Accountants

2008-2011

National Federation of Junior Philippine Institute of Accountants

2006-2011

EDUCATION:

Bachelor of Science in Accountancy

Colegio San Agustin, Bacolod City, Philippines 2008-2011

Bachelor of Science in Accountancy

University of San Agustin, Iloilo City, Philippines 2006-2008

PERSONAL PROFILE:

Gender:
Female

Date of Birth:
October 4, 1989

Civil Status:
Single

Citizenship:
Filipino
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