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OBJECTIVE


To secure a position in a dynamic and forward looking organization that provides training and enhancement of skills and abilities towards professional and personal growth.

WORK EXPERIENCE

         

August 2013 – March 18, 2015
TAIPHIL PROTECH INDUSTRIAL INC. – Carmona, Cavite, Philippines
Accounting Staff

1. Prepare for the benefits of the employees such as SSS, Philhealth & Pag-ibig benefits.

2. Submit documents and pay for the benefits of the employees.

3. Encodes payroll for employees.

4. Prepare for 13th month pay for employees.

5. Prepare monthly cash disbursement.

6. Prepare vouchers & checks.

7. Encoding.

8. Clerical works.
October  2007 - May 31, 2013      Jessica Rose Taxi 
- Brgy.Piela,Governor’s    Drive,Sampaloc,Dasmariñas,Cavite, Philippines

Secretary/ Office Staff

             1.Prepare documents for incoming and outgoing of stocks .

             2.Encodes Boundary and LPG sheets.

             3.Update the inventory for the parts in the stockroom.

             4.Prepare the payroll for employees.

             5.Prepare and pay the benefits of the employee, such as SSS, Philhealth, & 
    Pag-IBIG Benefits.

        6. Clerical works.

        7. Cashier..

Sept. 2005 – March 2006  Abensons - Waltermart Ventures Inc. Carmona Depot,Carmona, Cavite, Philippines


JDA Staff

            1. Stock checking.

 2. Preparation of documents for incoming stocks, pass-by, out coming products                    

             3. Customer’s pick – up items.

             4. Filing.

Nov.2004- Feb. 2005
Abensons - Waltermart Ventures Inc. 

Carmona Depot, Carmona, Cavite, Philippines

On the-Job-Training

                   1. Update files, encoding, & checking of stocks.
	

	Nov.2002- Dec. 2002 
Filipinas Daewoo Inc.
Dasmariñas,Cavite

On the-Job-Training

                    1. Update files and encoding.

	


SKILLS


· With good interpersonal skills, resourceful and independent.

· Computer literate:

· Microsoft Word, Microsoft Excel, Internet Explorer.

ELIGIBILITY/ EDUCATIONAL ATTAINMENT


 April 2010                 Civil Service Eligible 

                          
Batangas University, Philippines

2001- 2005
Bachelor in Business Administration 

 
Major in Management 

 
Taguig Campus

Lower Bicutan Taguig, Philippines

PERSONAL PROFILE


Date of Birth:

May 15, 1984

Place of Birth:

Manila, Philippines

Age:


30

Civil Status:

Single

Citizenship:

Filipino


