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EDMUND G. PACUNANA


E-mails: pacunanaedmund@yahoo.com


OBJECTIVE: To secure a job position in a rewarding company where my education, trainings and experience will be utilized. To make substantial contribution in the company’s business productivity and growth as well as to explore my ideas and learning as part of dynamic organization.
EDUCATIONAL BACKGROUND:


Level 


:   Bachelor of Science in Accountancy
Major


:   Accounting
Institute/University
:   Saint Ferdinand College Ilagan City, Philippines
Located In

:   Ilagan, Isabela, Philippines




SEMINARS/TRAININGS ATTENDED:

· Local Chapter Convention (JPIA), Saint Ferdinand College-Ilagan, Isabela.
· On the Job Training-Bureau of Internal revenue-Ilagan, Isabela.

· Training Program on Total Customer Care

· 2-Day Personal Mastery for Professional Growth & Business Success Seminar
· Revised Payroll and Billing Process and EXCEL Refresher Session

· Performance Planning Workshop

· Performance Management System Orientation

· Effective Business Writing Seminar
SPECIALIZED SKILLS:

· Excellent in oral and written communication skills

· Develop interpersonal skills

· Excellent customer service skills

· “Can Do” attitude
· Positive approach in achieving targets

· Decision making

COMPUTER SKILLS AND STRENGHTS:


SKILLS:


· Answers telephone calls;

· Opens, sorts and distributes correspondence (including Faxes and Electronic Mail);

· Maintains efficient filing and retrieval system; Operates office equipment such as fax machines, photocopiers, and computer scanning equipments, calculators, computer terminals;
STRENGHTS

· Fast Learner – Ability to learn quickly and find answers to complex problems, able to quickly comb through manuals and user guides in search of direction and instructions.
· Software Skills – Excellent in the operations of Microsoft Word, Microsoft Excel, Microsoft Power Point, MS Outlook, and  Browsing the net.
Communication Skills – Able to communicate with superiors, co- employees, and customers effectively in order to establish a harmonious relationship with them and provide a pro-active customer service.




PERSONAL:

· Competent, motivated and dedicated worker; diligent and detail-oriented; can do multi-tasking in a fast-paced environment; ability to work under pressure; good human relations and exceptional customer service skills; can follow instructions very well, responsible and eager to learn more,.

· Knows to work with minimum supervision and develop decision making ability

· Highly motivated worker with problem solving skills

· Work under stress to meet project deadlines

· Attention to every information and accuracy in performance

· Outstanding interpersonal, supervisory and customer service skills 

· Knows to work in a fast-paced environment with tight deadlines required

· Ability to work both collaboratively and independently.
· Flexible, team player
· Career oriented
WORK EXPERIENCES: (Latest to Previous)

COMPANY



: LAND BANK OF THE PHILIPPINES SERVICE CORPORATION
POSITION



: Senior Associate II
ADDRESS



: Unit C & D Petron Mega Plaza Bldg. Sen Gil Puyat, Makati City

INCLUSIVE DATES


: July 1, 2014 to March 11, 2015
JOB DESCRIPTIONS

· Supervise Payroll Assistants.

· Monitor staff with regard to their targets and works.

· Cascades to staff under my supervision all the instructions/updates from superior.

· Check Payrolls and other benefits like Service Incentive Leave's, Quitclaims, Cash Advances 
and Travels prepared by Payroll Assistant every pay period.

· Monitor and update Accounts Receivable and Collections.
· Upload regular payroll and other transactions thru LBP WeAcces.

· Attend to phone calls from employees and clients.

· Attend meetings/orientations with the clients. 

COMPANY



: LAND BANK OF THE PHILIPPINES SERVICE CORPORATION
POSITION



: Senior Associates I
ADDRESS



: Unit C & D Petron Mega Plaza Bldg. Sen Gil Puyat, Makati City

INCLUSIVE DATES


: June 1, 2013 to June 31, 2014
JOB DESCRIPTIONS

· Supervise Payroll and Billing Assistant.

· Monitor staff with regard to their targets and works.
· Cascades to staff under my supervision all the instructions/updates from superior.

· Check Payrolls and other benefits like Service Incentive Leave's, Quitclaims, Cash Advances 
and Travels prepared by Payroll Assistant every pay period.
· Check Billings prepared by Billing Assistant every billing period.
· Monitor and update Accounts Receivable and Collections.
· Upload regular payroll and other transactions thru LBP WeAcces.

· Attend to phone calls from employees and clients.

· Attend meetings/orientations with the clients. 

COMPANY



: LAND BANK OF THE PHILIPPINES SERVICE CORPORATION
POSITION



: Payroll and Billing Assistant
ADDRESS



: Unit C & D Petron Mega Plaza Bldg. Sen Gil Puyat, Makati City
INCLUSIVE DATES


: November 25, 2010 to May 31, 2013
JOB DESCRIPTIONS

· Prepares Payroll of contractual employees assigned to various client.

· Prepares Statement of Accounts billed to clients for services rendered by employees.

· Maintains Account Receivable Schedule of client handled
PERSONAL BACKGROUND:


Religion

:   Roman Catholic

Civil Status

:   Single

Gender

:   Male

Language 

:   Tagalog, English

Date of Birth

:   July 25, 1989

CONTACT DETAILS:


Address

:   Khalifa Street, Al Ain, United Arab Emirates
Email


:   pacunanaedmund@yahoo.com
CHARACTER REFERENCES:

Available upon request

Expected Salary



:   negotiable
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