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To secure a responsible career opportunity that will enable me to contribute to the continued growth and success of the organization, enhancing my working capacities and professional skills with determination and commitment.
Personal Attributes

Hard worker, good organizational skills with attention to details, Team player, Self-motivated, Fast learner who is keen to learn and improve skills. A dedicated individual who is willing to perform duties and responsibilities to meet company goals.
PROFESSIONAL WORK EXPERIENCE

Finance /Accounting & Admin Assistant
Inter Pharma Solutions Integrator Philippines Inc.
(September 01, 2004- February 27, 2015)
· Collates attachments for Expenses Chargeable to the principal coming from vouchers. 
· Prepares Business Check, Negotiated & Voided Check. 
· Prepares the necessary schedules to support request for funds. 
· Type’s disbursement vouchers and facilitates release of checks to payee. 
· Prepares Waiver of resigned, terminated employees. 
· Prepares Deposit Slips of Cash/Checks to be deposited to suppliers or to the employee’s accounts. 
· Bank Reconciliation. 
· Handles Corporate Electronic banking Upload for Salary, Expense Report & Fund Transfer. 
· Applies employees bank ATM account, follows-up release and take charge fo the mailing of ATM and PIN 
· Handles personal bills for payment of company President/Owner 
· Prepares check to effect various payments of the company President/Owner 
· Handles monthly passbook report of the company President/Owner properties 
· Responsible for resorts guest email & telephone inquiries. 
· Process payment of guest. 
· Prepares report including monthly sales & expenses. 
· Do other tasks given by Superior from time to time. 
Credit & Collection / Admin Assistant
Janissa Business Ventures, Inc. (Nov. 2001-May 2003)
· Approves Sales Order on a daily basis. 
· Updates daily collection report and daily sales to collect remittances. 
· Establishes a credit limit for all accounts with credit terms. 
· Handles daily monitoring of BO and conducts monthly inventory of it. 
· Responsible on the screening of Sun Cellular postpaid requirements application 
· Pick-up and release postpaid and prepaid phone kit. 
· Remits all cash & checks payments into the cashier. 
Cashier
SM Mart, Inc. (Apr.-Oct.2001)
· Greet the customers in the organization. 
· Handling all the cash transaction of an organization. 
· Receive payment by cash, checks, credit card, debit card. 
· Checking daily cash accounts. 
· Guiding  and solving queries of customer . 
· Checking for the price of products and any discounts or offers. 
· Balancing the daily account at the end of each day. 
SKILLS

· Competent  and  Organized 
· Hard working 
· Cooperative and dedicated 
· Willing to work under minimal supervision 
· Proficient in MS Office 
· Good communication skills 
· Flexible, self motivated and ability to take initiative 
· Able to meet deadlines 
· Strong customer service 
· Ability to work well under pressure 
EDUCATION

· BS Commerce ( Major in Management ) Immaculate Conception College 
Batangas, Philippines 1996-2001 
