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	OBJECTIVE


To secure a position in a well established organization, to expand my knowledge about other industries and to further utilize my personal and professional growth for future advancements.
	WORK EXPERIENCE


Operations Support Div. Officer, ankard Services Corp., DEC 2013 – MAR 2015
· Responsible for the reconciliation of taxes withheld to client payments
· Prepares withholding tax certificates of clients on a monthly and quarterly basis.

· Handles client’s concern regarding withholding tax.
· Monitoring and daily reconciliation of AR and AP accounts concerning chargeback.

· Prepares monthly aging report for AR and AP accounts to supervisor.

Operations Support Div. Officer, RCBC BankardInc, JUNE 2012–DEC 2013

· Responsible for the reconciliation of taxes withheld to client payments

· Prepares withholding tax certificates of clients on a monthly and quarterly basis.

· Handles client’s concern regarding withholding tax.
· Monitoring and daily reconciliation of AR and AP accounts concerning chargeback.

· Prepares monthly aging report for AR and AP accounts to supervisor.

Merchants Service Fulfillment Specialist, RCBC Bankard Inc., APRIL 2011 – JUNE 2012
· Handles various client concern/inquiries regarding their credit card transactions.
· Provides supplies to clients for their processing of transactions.

· Prepares monthly rebate to qualified merchants.

· Responsible for the requesting of credit cards sales slip needed for investigation.
Accounting Clerk, A. P. Marquez Construction Inc., OCTOBER 2009 – APRIL 2011
· Responsible for making payroll of office staff.
· Process check payments to and from sub-contractors and clients

· Provides the corporate accountant the documents needed for financial statements.
· Acts as a liaison for business and construction documents needed by the company.
Sales Clerk, Philippine Seven-Eleven Corporation, JUNE 2005 – SEPT 2009
· Prepares daily sales report of the store
· Responsible for making payroll of store staff

· Cashiering and Customer Service

	EDUCATION


	Tertiary
	2005 to 2009

Bachelor in Banking and Finance

Polytechnic University of the Philippines

Mabini Campus, Sta. Mesa, Manila

Philippines


	Secondary
	2001 to 2005

Muntinlupa National High School
Poblacion, Mutinlupa City
Philippines




	PERSONAL DATA


	Age:
	26 yrs old

	Sex:
	Male

	Civil Status:
	Single

	Date of Birth:
	December 8, 1988

	Place of Birth:
	Muntinlupa City

	Nationality:
	Filipino


	LANGUAGE / DIALECT SPOKEN


English, Filipino

	SKILLS


· Analytical and Problem Solving Skills

· Adeptness in MS Office Application
· Knowledge in Basic Accounting and Taxation
· Knowledge in Credit Card Systems (ASCCEND, CARDLINK)

· Customer Service oriented

	CHARACTER REFERENCES


Available Upon Request
