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CAREER OBJECTIVE
A professional with strong analytical ability, sound knowledge of Accounting procedures, an eye for detail, high organizational skills, excellent interpersonal skills, quest for excellence and to be most useful for the attainment of organization’s mission and vision through exercising competence and holistic excellence where I can effectively contribute to operations in any capacity that best matches my skills and acquired knowledge.
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PERSONAL INFORMATION
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Age
: 21 years old
Birthdate
: August 1, 1993
Nationality
: Filipino
Gender
: Female
Visa Status
: Tourist Visa

PROFESSIONAL EXPERIENCE

June 2014 – January 2015
HOME DEVELOPMENT MUTUAL FUND (Pag-IBIG Fund) – DAVAO HUB
Accounts Analyst – Member’s Contributions Accounting Division in a government agency that is a financial and service institution that answers the need of Filipino people for a decent and affordable shelter and an institution that encourages and offers Filipino workers to save and loan money.
I am responsible for:
· Posting - I am an addition to the pool of hard-working and diligent people who are responsible in posting employers remittances to its employees’ ledgers and posting individual members’ contributions. Together, we made the posting of contributions updated that lessen angry clients’ phone calls and interruptions in the office, and that made the higher management happy and proud. Also, I post employer’s penalty payments for late remittances and additional Member’s 
Contributions - those overpayments in Short-term Loans or Housing Loan that were transferred to their contributions instead. 
· Reconciliation - I reconcile the accounts ticketted with the accounts inputted to the organization’s computer system. It is like auditing the department’s accounting activity. I make sure that the General Ledger and Subsidiary Ledger 
are balance and coincides with each other, to ensure transparency and fraud-free activity within the organization.
· TAV-Offset – I offsets the outstanding loan balance of the member to its Total Accumulated Value or its total money on the fund if he/she could not pay his/her loan anymore after two (2) years and if he/she decided to re-loan after paying the monthly amortization for six (6) months. 
· Transfer of Records – I transfer member’s ledger to other branch as they requested. Arrange and transfer any requests per date received to ensure fairness and keep the request form for future reference. 
· Call Receiver – I am also assigned in the department’s telephone so I entertain all the clients’ inquiries and follow-ups on the phone, give them answers, feedbacks and suggestions that best suited their situation. 
· Frontliner - I entertain clients face-to-face, cater their needs, process their transactions as fast and as efficient as possible to ensure that they are satisfied and happy by our service as they leave the office. 
November 2013 – January 2014
PHILIPPINE NATIONAL BANK ( Internship)
Trainee in the Loans Division of a large and widely known bank. I had a hands-on experience on making Financial Projections for a loan applicant, I made estimations of his annual income and expenses for five (5) years base on historical amounts on his submitted financial statements. The results proved that he is able to pay his loan after five (5) years and so his loan application was approved and he was granted the certain amount of money. I was also trained on encoding the ledger and inventory making.

KEY QUALIFICATIONS AND PERSONAL STRENGTHS

· Strong background in Accounting Processes and Procedures 
· Familiar and has a basic knowledge on SAP 
· Familiar and has a basic knowledge on Peachtree Accounting software 
· Used the Integrated Graphical Retrieval System on my previous job 
· Microsoft Office skills (MS Word, Excel and Powerpoint) 
· Reporting skills 
· Fast learner 
· Good team player 
· High self-confidence 
· Can easily adapt to environment 
· Can work independently and less supervision 

ACHIEVEMENTS AND CERTIFICATIONS

	
	Philippine Civil Service Professional Passer
	-
	October 2013

	
	Certified of Bookkeeper
	-
	August 2014


EDUCATIONAL ATTAINMENT

2010 – 2014 Ateneo de Davao University
Bachelor of Science in Accounting Technology
2006 – 2010 Holy Cross of Malita, Inc.
Secondary Level
2000 – 2006 Holy Cross of Malita, Inc.
Primary Level

ACADEMIC/SCHOOL AWARDS AND INVOLVEMENTS

	2000 – 2006
	Belonged to Top 5 students every year

	
	Graduated as Salutatorian

	2006 – 2010
	Belonged to Top 5 students every year

	
	Graduated as First Honorable Mention

	
	Awards received:

	
	  Gerry Roxas Leadership Award

	
	  School’s Loyalty award

	
	Student Council President

	2010 – 2014
	Class President

	
	ASEC - Direct Communication Committee member

	
	Nominee for Most Outstanding Class

	
	Nominee for Most Outstanding Class President



SEMINARS ATTENDED

· Sui Generis Leadership Seminar 
· Class Officers Leadership Training 

