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	OBJECTIVE


 
To establish a career in an oriented industry with progressive and reputable organization that provides a venue for professional and personal growth specifically to enhance my knowledge in the field of accounting and be willing to learn with patience and perseverance. 
 
	WORK EXPERIENCE


NORTHSTAR GROUP OF COMPANIES 




Assistant Accountant

NORTHSTAR TRANSPORT FACILITIES (LTD.) INC.



Jan 27 2014-Feb 7 2015

· Process accounts payable vouchers for all requirements.

· Prepare payroll for all monthly employees & outsourced service.

· Summarized cash receipt of the company.
· Handling Petty Cash for operation requirements.
· Checking of monthly VAT relief.
· Prepare government mandated requirements and payment monthly,

(Compensation, Expanded, SSS, PHIC, HDMF)
· Prepare Employees alpha list for the year 2014.

NORTHSTAR SHIPPING & MARINES SERVICES INC.
· Checking of accounts payable voucher.

· Checking of monthly payroll.

· Checking of monthly government mandated requirements.

NORTHSTAR IBEX CONSTRUCTION CORP.
· Checking of accounts payable vouchers.

· Prepare Bank Balances daily for all accounts of every company.

· Responsible for cash flow position of each accounts and prepared funding for every company requirements.

· Double check on the summary of actual expenses incurred for every projects.

· Checking of monthly payroll and outsourced.

· Coordinates requirements from Project Engineers.

THE COFFEE BEAN & TEA LEAF PHIL I.NC



Accounting Assistant
           June 3, 2013-Jan 24, 2014
· Responsible in preparing checks payable to suppliers.

· Responsible in preparing payment for BIR, SSS, Pag-Ibig & Philhealth.



· Preparing Advances of Employees.

· Ensuring the correctness of Invoice from supplier before it will process.
· Monthly inventory count for all inventory items.
· Reconciling of SOA from suppliers.

MARINE ASIA Philippines INC.





 Accounting Clerk

                     May 4, 2009 - May 31, 2013
Responsibilities
· Prepare checks payable to suppliers.

· Prepare weekly summary of bills paid.

· Prepare schedule of for Glenn Vessels

· Prepare schedule and summary or personal calls of employee.

· Prepare port cost report of vessels.

· Prepare monthly updated schedules for Employees Advances

· Maintain monthly updated schedules for outstanding payables
· Monthly Bank Reconciliation
WATSON PERSONAL CARE





Accounting Assistant

Jan. 29-July 29, 2008 

Responsibilities

· Sortings of documents

· Audit of Bankcards actual sales draft vs. POS

· Tagging of bankcards sales draft.

CAMERON CORPORATE SERVICE I.N.C




Disbursement Clerk

June 8-Nov. 23, 2007
Responsibilities
· Prepared daily check payment of utilities expenses for sales branch unit

· Prepared monthly rental payment for outlet in the sales branch unit

· Prepared check for sales branch unit payroll.

· Prepared check payment for monthly social charges like SSS. Pag-Ibig, Philhealth

· Prepared check payment to BIR

· Responsible for reimbursement of petty cash to sales branch unit.
	EDUCATIONAL BACKGROUND


Bachelor of Science in Accountancy
The University of Manila       2003-2007

Sampaloc,   Manila
	PERSONAL INFORMATION


    
      Age

:
 29
      Birth Date
:
April 30, 1986

      Civil Status
:
Single

      Gender
:
Female

      Religion
:
Roman Catholic
