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QUALIFICATION SUMMARY
Bachelor of Science in Commerce Major in Banking & Finance
Graduate – March 2015
· Fast learner, patient, obedient, able to work new task and perform in exact standards. A strong team player who can also work alone with minimum supervision

PROFESSIONAL EXPERIENCE
Assistant Accountant
The Globe Telecom

32nd Street corner 7th Avenue, Bonifacio Global City, Taguig

June 18, 2014 – November 5, 2014 
· Reconciliation of the accounts of our client

· Handle company’s Accounts Receivable & Accounts Payable. Supervises day to day accounting activities in the areas of disbursements, receipts and collection.

· Monitors daily cash balance of the company to ensure that all checks issued are funded.

· Oversees A/P recording by verifying amounts due to invoices. Ensures voucher preparation and check issuance are completed in a timely and accurate manner.

· Responsible for preparing Bank Reconciliation ensuring that all cash received have been deposited to the bank and all issued checks have been presented and cleared in the bank.

· Prepare and maintain departmental information including timesheets, expense reports, contracts and invoice payments

· Receive and distribute incoming faxes 
· Carry out instructions given by the management team and head office
· Handling incoming mails, telephone calls, valuation enquiries or requests
· Maintained attendance records – sick leave, holidays etc
Cashier/Admin


San Roque Bakeshop, Philippines


June 27, 2006 – September 05, 2015

· In charge of the overall operations such as cashiering, taking orders, coordinating with the suppliers for the all the bakery supplies. 

EDUCATIONAL BACKGROUND
Tertiary Level:                                
National University - Manila
                                                        
Sampaloc Manila, Philippines       

                                                          
Bachelor of Science in Commerce 

Major in Banking and Finance
                                                          
June 2009-March 2015
SEMINARS AND TRAINING ATTENDED
BANGKO SENTRAL NG PILIPINAS TOUR                                       SENATE VISIT
A. Mabini, Malate Manila                                                             (Pasay City)

PHILIPPINE STOCK EXCHANGE TOUR

                              FIRST JUNIOR FINANCE SUMMIT
Ortigas, Pasig City
                                                                      SMX, MoA, Pasay City
On-Job-training

Universal Robina Corporation

Amang Rodriguez Ave. Rosario,

Pasig City
April 18, 2014 – June 7, 2014
PERSONAL INFORMATION
Birth date

:

May 09, 1993
Status 


:

Single
Height


:

5’7
Weight

:

65 kgs.
Citizenship

:

Filipino

          Languanges
          :
 
          English and Filipino
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Visa: On Visit Visa








