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To obtain a professional position, where strong sense of responsibility, efficiency and learning are valued characteristics. To join a progressive company where I can mature professionally and contribute into firm’s success.
PROFESSIONAL SKILLS & QUALIFICATIONS

· Proficient in SAP accounting software. 
· Excellent knowledge of Microsoft Word and Excel. 
· Hardworking, trustworthy, dedicated and strongly motivated in the implementation of company policies. 
· Capable and determined to do the job. 
· Quick learner and result oriented. 
· Can work with minimal supervision. 
· Flexible and handles work pressure effectively. 
· A good team player and with excellent customer service. 
· With a total of 9 years professional working experience. 
WORK EXPERIENCES

March 2010 – April 2015
Sales Admin Assistant
LBC EXPRESS-Vis INC.
METRO CEBU HEAD OFFICE
Metro Cebu International Airport
(MCIAA) Mactan Lapu-Lapu City, Philippines
Duties and Responsibilities:
· Acceptance of cash Remittances and Encashment. 
· Acceptance of Bill Payments. 
· Acceptance of packages both Local and International. 
· Cash Sales Deposit Custodians. 
· Cash counting. 
· Attending Outgoing / Incoming Emails and Telephones. 
· Conduct Cash Sales and Supplies Inventory Report daily. 
· Shutting of Reports Acceptance per Branch and Pick ups. 
· Entertain customer concerns, needs and complains. 



January 2008 – February 2010   AP Encoder (Accounts Payable)
Finance Department
Coca-Cola Bottlers Philippines Incorporated
Highway, Mandaue City, Philippines
Duties and Responsibilities:
· Encode PRM (Payment Request Form) through SAP on all billings. 
· Analyses Accounts Payable on all Expenses of the company. 
· Encodes Shipping Delivery / Third Party Delivery / Market Execution Partner. 
· Encodes Employees liquidation / Reimbursements / Petty Cash. 
· Monthly inventory of Cola-Cola Products. 
April 2006 – April 2008
Checker / Billing Clerk / Storekeeper
(Physical Distribution / Logistics Dept)
Coca-Cola Bottlers Philippines Incorporated
Highway, Mandaue City, Philippines
Duties and Responsibilities:
· Handles the receipt and issuance of Promotional Items and Advertising Materials 
· Check / Receive of Invoice and Dispatching of incoming and outgoing shipments. 
· Conducts Physical Inventory count daily/ full goods and empties. 
· Prepares Payment Request from Company Contractors and Miscellaneous Transactions. 
· Maintaining filing system of all incoming and outgoing documents and ensures that all files should be organized. 
April 2005 – April 2006
Branch Encoder / Admin Assistant
Project Dungganon Financing Co.
Dalaguete, Cebu Phil’s.
Duties and Responsibilities:
· Encode Payment of Insurance for Members 
· Prepares monthly Reports. 
· Provides clerical support to all senior staff. 


PERSONAL INFORMATION

	
	

	Date of Birth
	:
	16 December 1982

	Nationality
	:
	Filipino

	Family Details
	:
	Married

	Languages
	:   English, Tagalog and native dialect

	Visa Status
	:
	Visit Visa


EDUCATIONAL QUALIFICATION

Bachelor of Science in Business Administration

Major in Banking and Finance
Cebu Institute of Technology University
October 2000 - 2005
Computer Technician

IECEP-TESDA Training Center
November 7 – 11 2005
