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To take challenging career in your company where I can apply my knowledge that I gained from my education and to be a part of its vision towards a clear destination.
Expertise:
· Computer Literate( MS Office)
· Staff management and development

· Knowledge of accounting regulations and standards
EMPLOYMENT HISTORY

Goldnine’sInternational., CO. LTD.


                               January 05, 2013 to June 17, 2013
Position: OIC/ Office in Charge.
Duties & Responsibilities:

· Handle 9 Sales Associate.

· Check the Store.

· Check all Products.

· Check all Stock’s remaining.

· Check the Incoming and Outgoing Stock’s.

· Duty Details.

· Verify to the Office the Incoming Stock’s.

· Check the Outgoing Sales.

· Update Everyday Sales.

· Make an everyday Repot.

· Prepare Petty Cash Reimbursement.

· Monthly Inventory.

· Check the Cash Invoice and Sales Invoice.

· Compute the total amount of Cash Invoice, Sales Invoice before we declared the grand total of daily sales.

· Prepare the Order Slip to transfer item’s to other boutique.

Rimini Italia Corp.                                                                                        June 01, 2012 to December 01, 2012

Position: CRP/ Sales Associate.                                                                     
Duties & Responsibilities:

· Entertain Customer.

· Updated Sales Product.

· Check all Items are available.

· To assist Customer.

Nancy Fishing Corporation.



  June 15, 2007 to December 29, 2010 Position: Private Secretary / Assistant Admin
Duties & Responsibilities:

· Prepare and Posting Sales Invoices.
· Received the statement from our supplier.

· Posting the CR, DR to the ledger.

· Update the Credit accounts of employees.

· Encode the Credit and Debit accounts to database.
· Posting Cash Advance (CA) to the ledger.

· Update and Record all Petty Cash.
· Prepare Cash Voucher for the Salary of employees.

· Assist to prepare cheque’s for Incentives.
· In charge in Releasing Cash Advance and Salaries.

EDUCATION






Universidad de Zamboanga






                            2006 - 2008
Associate in Office Administration
(Computer Secretarial)
PERSONAL INFORMATION

Birthday


:

March 15, 1990



Status



:

Married
Nationality


:

Filipino


