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It is hereby learnt by me that a challenging and great opportunity from your prestigious and esteemed organization is looking for a suitable candidate to serve your organization.  So I present myself to you be kind enough to give an opportunity to serve your organization in the capacity mentioned in my curriculum vitae.  I can prove myself as a valuable asset to your company in all aspects.


· 2 years of experience as a Payroll Officer cum Accounts Payable in Chang Lin Agency Company, Philippines.
· 3 years experience as a Payroll Officer cum Accounts Payable in Excellent Texscreeners Incorporated, Philippines.
· Excellent work experience in Payroll, Accounts Payable Module, Bookkeeping, Employees Benefits(S.S.S, Phil Health, Home Development Mutual Fund, Bureau of Internal Revenue ​​(Taxes),Inventory Module, Monthly & Annual Income Report  

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 

· Excellent written and verbal communication skills. 

· Highly trustworthy, discreet and ethical. 

· Resourceful in the completion of projects, effective at multi-tasking. 


Bachelor’s Degree:   Bachelor of Science in Business Administration



           Major in Finance and Management Accounting

School:                       Holy Angel University


           Angeles City, Philippines

Date Graduated:       April 17, 2009

Company Name: Mega Building Materials Trading Co. L.L.C.
Address:               Al Lotus building showroom no.3 salahudin road deira, dubai
Position Title:      Administrative staff
Date Joined:
      April  20,2014 up to present
Job Description:   
· Assists the one who’s handling the Quotation, and sometimes making quotation for the single inquiries
· Assists the one who’s handling the Quotation for tiles 

· Filing documents
· Receiving phone calls
· Makes summary of prices from manufacturers in excel with pictures of products
· Makes Photoshop for the products from manufacturers
· Handles petty cash
· In-charge for the Inventory of Catalogues from Manufacturer

· In-charge for the Inventory of Office Supplies

· Assists customers for their concern

· Assists the accounts department and at the same had trained in their system(CRUX) like:
        * How to make an invoice
        * How to make an inventory

        * How to check the items availability
        * How to check the reserved and undelivered items
        * How to check the customer’s balance
        * Prepares the prepaid expenses in excel

        * Prepares the summary of Purchases in excel

        * Prepares the statement of account of our shipping agent in excel

        * Prepares the summary of payment of Forklift in excel

        * Makes summary of Monthly sales of Sales department in excel
Company Name: Chang Lin Agency Company – Serving Manpower, Recruitment Agency

Address:              1848 Bertha St. Mt. View Clarkfield FreePort Zone Philippines

Position Title:     Payroll Officer cum Accounts 

Date Joined:
    February 02, 2012 – March 04, 2014

Job Description:   
· Payroll In-charge 
· Handles Accounts Payable 

· Record Cash and Cheque Disbursements

· Bookkeeping

· Issue Official Receipts/Voucher  

· Checks the daily expenses invoice

· Handles Cash

· Responsible in issuing the Cheques to Suppliers

· Prepares monthly and annual Income Reports & reported to the General Manager.

· Manages the Entire Debtors Cycle: - Completeness of Invoicing, Completeness and Accuracy of Receipts.

· Responsible for the Withdrawals and deposits in the bank
· Maintains the daily staff attendance and time keeping
· Bureau of Internal Revenue reports

        *1601-E

        *1601-C

        *1702Q

        *2550M

        *2550Q

·  Benefits Reports

        * Social Security System (S.S.S)

        * Home Development Mutual Fund (H.D.M.F)

        * Phil Health
·   Filing Receipts/Reports

          * Social Security System (S.S.S)

                      * Phil Health
          * Home Development Mutual Fund (H.D.M.F)

          * Invoices/Voucher

          * Withdrawals and Deposits Slip (Bank Statement)

Company Name: Excellent Texscreeners Incoporated, Philippines

Address:              N7501 A.Bonifacio Ave., J. Tinsay St. Clarkfield FreePort Zone Philippines 

Position Title:     Payroll Officer cum Accounts Payable
Date Joined:       August 17, 2009 to January 16, 2012
Job Description:
·  Payroll In-charge
·  Handles Accounts Payable 

·  Employees benefits In-charge

        * Social Security System (S.S.S)

                   * Phil Health
        * Home Development Mutual Fund (H.D.M.F)

·   Prepares sales invoice

·   Costing In-charge

·   Payment and collection In-charge

·   Prepares monthly income report

·   Bank In-charge like  

               * Deposit money to suppliers

         * Withdraw money for payroll and pay other expenses

         * Update passbook

         * Check our collection if the buyer already deposit in our account

·   Filing documents like 

          * SSS

          * Phil Health
                     * Payroll

          * Bank Statement of Account

          * Charges Statement of Account

          * Employees 201 file

·  In-charge of some Human Resources works

·  Entertain and serve employees for their concern

·  emails, calls and meetings with other managers regarding with our payments, collections and charges
·  With background in checking status of  import shipment


Date of Birth
:
April 19, 1988
Sex
:
Female
Marital Status                          :           Single
Nationality
:
Filipino
Language Proficiency
:
English, Tagalog

 Visa Status                              :            Work permit holder

I am a person who possesses excellent oral and written English communication skills, proficient in management. Willing to work in a fast paced, dynamic and willing to learn new techniques and ideas, and self-starter.
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