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PROFILE
Creative, Motivated and Hard-working person. Work under pressure with poise, and does time

management well. Eager to learn new things, catches instructions easily and works with minimal

supervision.

EDUCATION

College of Accountancy

Course: Bachelor of Science in Accounting Technology

School: University of the Assumption

Address: San Fernando, Pampanga

Year: 2009-2013 (Graduated)

WORK EXPERIENCE

Receptionist cum Admin & HR Assistant

Aptus Interior Decoration LLC

Length of service: July 13, 2014 – May 6, 2015

· Handling the reception area
· Facilitate administrative assistance and provide support to the HR Director on all personnel related matters and cooperated in payroll processing.

· Performed customer service functions by answering employee queries and requests

· Ensured that all company processes and procedures are implemented and followed properly and recommended necessary applicable corrective action.

· Assisted with recruitment and interview process.

· Assisted with purchasing and accounting duties.

· Helped In the preparation of B.O.Q and Estimates

· Facilitated Admin hearings and made sure that employee info is up to date.

· Reported to the HR Manager, providing regular input on all department activity, including status reports on a weekly basis.

· Maintain confidential records and files

· Issue invoices to customers

· Update client files with issued invoices.

· Update the customer master file with contact information.

· Compile and maintain documents and records of all billings.

· Preparing of Petty Cash & Other expenses

· Review invoices to identify any errors before invoice delivery.

· Computation of Employee and Worker’s timesheets

· Preparation of Settlements

· Preparation of Journals and Petty Cash

· Bank Reconciliation

· Generating of Leads

· Other duties as assigned
WORK EXPERIENCE

Accounting Staff

Ligaya Construction LLC

Length of service: April 30, 2013 – May 1, 2014

Duties and Responsibilities

· Weekly Preparing of Payroll and Check Vouchers

· Helping in the Preparation of Purchasing

· Deposits and Withdrawing Cash to the Banks

· Project Accountant

· Monitoring & Reporting Company Expenses

· Establish, maintain and update files and Company records and other documents

· Does administrative works including follow up and collection of payments 

· Handled Customer Queries over the telephone and email

· Preparing Needed Documents of the Banks

· Handling and Keeping all Bank Transactions of the Company

· Preparing Contract Agreement and Billing Statements ahead for the meeting.

· Preparing Official Receipt Given to the Customer and Supplier.

· Encoding of Project Development Expense of the Project 

· Every Week reporting to the Manager the Financial Status of their Company 
· Recording of Tally In and Tally Out of Materials 

· Recording of Monthly Expenses of the Company to be file in the B.I.R

· Assigned in Field to Submit bank requirements 
OTHER PERSONAL SKILLS
· Very flexible – can adapt easily to any change

· Can deal with people from different levels

· Knows how to prioritize things that are urgent/important

· Always gives 100 percent effort to what I am doing

· Always willing to learn and accept new work challenge

REFERENCES

*Available on request*
I hereby certify that above mentioned details are true to my knowledge and abilities.
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