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OBJECTIVE
To be able to render an excellence services as well as gain new knowledge that will contribute my continuous growth as I work for the organization.

EDUCATION
2007-2011


ST. SCHOLASTICA’S COLLEGE, MANILA




Bachelor of Science degree in Commerce




Major in Business Management, March 2011
2003-2007


ST. FRANCIS OF ASSISI COLLEGE SYSTEM




High School Diploma, March 2007
WOK EXPERIENCE
October 2013 – June 2015
TREASURY ASSISTANT, “SUPER SHOPPING MARKET INC. (SSMI)”

SM BICUTAN HYPERMARKET (PHILS.)
*Back office

· Assigned in Treasury Department, the treasury assistant is working inside a specific department for taking care of the system regarding the cash management. 
· Releasing of Funds: Loose Change Fund, FOREX & WESU Fund, and Petty Cash Fund.

· Daily deposit of sales (cash and check)

· Daily cash count of funds covered by fund reconciliation to ensure its completeness and adequacy.
· Monitoring of in and out transactions with supporting documents and generated reports.

· Replenishment of FOREX Purchases and Western Union Transaction.
· Releasing of terminal pay or back pay of the resigned contractual employees.

*Services Counter
-  We are not only handling the cash flow of the sales of SM Hypermarket but also We are handling Western Union (receive & send money) and Foreign Exchange inside SM Hypermarket, and at the end of the day, preparation of daily report and consolidated report.
June 2011 – June 2012

OFFICE STAFF , “TRIPLEX ENTERPRISE, INC.” 


Assigned in Production Department, writing and encoding new arrival of products 



through MS EXCEL; summarizing cash advance, assessment, and trucking through 



MS EXCEL; checking of transfer slip through MS ACCESS; create cut size through MS 



ACCESS, create new customers info through MS ACCESS; and do costing and filing 



costing.
April – May 2010

PRATICUM TRAINEE, “STARGROUP EXECUTIVE SEARCH, INC.”
Assigned in Human Resource Department, do sourcing through website, recalling candidates, screening candidates, and interviewing candidates.

EXTRA CURRICULAR ACTIVITIES

2010-2011


EDITOR-IN-CHIEF, JUNIOR ASSOCIATION OF MANAGEMENT




ST. SCHOLASTICA’S COLLEGE, MANILA
In-charge of all activities for the preparations of the official newsletter of JAM as well as the documentation of all activities of JAM. 
2009-2011
MEMBER, JUNIOR PEOPLE MANAGEMENT ASSOCIATION OF THE PHILIPPINES
Participated in various organization activities like general organization meetings.

2007- 2010


MEMBER, JUNIOR ASSOCIATION OF MANAGEMENT




ST. SCHOLASTICA’S COLLEGE, MANILA
Participated and supported the organization’s activities and goals. Attended on programs that would enhance and develop social awareness as well as knowledge on the field of commerce such as outreach programs and seminars.

2008- 2009


MEMBER, JUNIOR MARKETING ASSOCIATION




ST. SCHOLASTICA’S COLLEGE, MANILA
Participated and supported the organization’s activities and goals. Attended on programs that would enhance and develop social awareness as well as knowledge on the field of commerce.

SEMINARS ATTENDED
October 2013
COUNTERFEIT DETECTION SEMINAR (PESO AND DOLLAR) 

 (USD,JPY,HKD,GBP,EUR,AUD,CAD,SGD,CHF,SAR,BND,TWD,THB,KRW,CNY)


SM Corporate Offices Bldg A, J.W. Diokno Boulevard MOA Complex, Pasay City
PERSONAL BACKGROUND
Born on the 15th of December 1990 in Taguig City. Speaks Filipino and English. Have the knowledge and skills of encoding with application in Microsoft office. Skills include facilitating, and coordinating. Adaptable, hard-worker, sociable, patient, willing to learn new things, can adjust with different kinds of people with different personalities and puts her heart in every work done.

REFERENCES








Available upon request.
