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ObjectiveS

To further utilize my professional and life skills experience with the intention of securing a professional career with ample opportunity to tackle challenges and advance, while continuously building on my library of knowledge and skills.
Educational background
Arab Institute for Accountants and Legal

1004 Al Rigga Business Center, Al Rigga Road, Deira, Dubai
Hospitality and Customer Service Certification

2015

University of the Philippines Diliman Extension Program in Pampanga

Bldg. No. 7494 C.M. Recto Highway, Clark Freeport
Clarkfield, Pampanga 2009, Philippines
Bachelor of Science in Business Management

2007- 2012

Saint Anthony Academy of Quezon City

Himlayan Road, Brgy. Pasong Tamo, Tandang Sora, Quezon City
Intermediate

2002-2007
Work Experiences
Executive Secretary cum Marketing Officer

Arab Institute for Accountants and Legal 

December 2014 - Present

Deira, Dubai, UAE

· Processing sales invoices, receipts, petty cash, and payments.

· Inputting data into our accounts system (DARTECH system) .

· Disburses petty cash by recording entry; verifying documentation.

· Responsible for day to day finance and accounts operations.

· Review & approve payment vouchers & journal entries.
· Recommends actions to be taken on office expenditures such as equipment and supply needs.

· Performs a variety of administrative or executive support tasks that are highly confidential and sensitive. 

· Researches, compiles, assimilate, and prepare confidential and sensitive documents, and brief the administrator or executive regarding content. 

· Reads and screens incoming correspondence and reports; makes preliminary assessment of the importance of materials and organizes documents; handles some matters personally and forwards appropriate materials to the administrator or executive and staff. 

· Receives and screens incoming calls and visitors, determines which are priority matters, and alerts the administrator or executive accordingly. 

· Composes letters, proposals and memoranda in response to inquiries. 

· Reviews, proofreads, and edits documents prepared for the administrator’s or executive’s signature.

· Establishes and maintains various filing and records management systems. 

· listening to customer requirements and presenting appropriately to make successful proposal;

· maintaining and developing relationships with existing customers in person and via telephone calls and emails;

· Cold calling to arrange meetings with potential customers;

· acting as a contact between a company and its existing and potential markets;

· negotiating the terms of an agreement and closing sales;

· gathering market and customer information;

· negotiating on price, costs and specifications with managers;
· making accurate, rapid cost calculations and providing customers with quotations;
· advising on forthcoming product developments and discussing special promotions;

KAK Tri-media Productions

Bldg. 26 Unit 33-34 BLPC Condominium, Road 3, Bagong Pag-asa, Quezon City

Sales and Events Coordinator

March 31, 2014- October 31, 2014
· Responsible for driving the success of the company: its products and services offered.

· Conducts market research to come up, develop, deliver and present an effective proposal best fitted to the client.

· Evaluates and manages new strategic business opportunities, and marketing activities.

· Oversees market analysis, monitors competitive activity and identifies customer needs.

· Make inquiries, bookings and reservations for the providers and artists applicable to the client’s need.

· Prepares and constructs sponsorship and budget proposals for every events closed.

· Responsible for the coordination of the approved events like choosing the event location, arranging the schedule, selecting speakers, booking the artists, procuring accommodations, choosing providers, arranging transportation and producing marketing materials.
IBM Business Service Inc.

Bldg.  M, UP Ayala Technohub, Commonwealth, Quezon City

Balance Sheet Reconciliation Associate Account Owner

June 18, 2012 – March 28, 2014

Perform monthly reconciliation, upload and scoring of the employee payroll accounts for Procter & Gamble Russia, Poland and Austria. 
· Clearing of reconciled open items

· Account Sense Checking 

· Swing or Flux Analysis (preparation of monthly report) 

· Aging report preparation 

· Payroll Accounting 

· Assist in tax calculations and prepare tax returns documents. 

· Accrual Calculations and journal entries (i.e. EPB, 13th Month Bonus, etc)

· Adjustments, Reconciliation , Reclassification Reversal and Other Payroll-related accounting entries

· Set up, Recoveries, Reconciliation, Corrections, Amortizations, etc.
Cost/Variance Analysis/Expense Analysis
FI Posting

Full ownership of the resolution of open items posted in the owned accounts ( includes coordination with other IBM service lines and P&G contacts either via call or email).

Respond to payroll inquiries from employees in a timely manner. 

Ensures the integrity of the business results fed into IBM ledger systems are correct / accurate and oversees month-end accounting tasks to be performed and providing sign-off thereof.

Provide review of Balance Sheet Reconciliations, Journal Entries, Accruals and Reports.


Various Business Control Requirements (provide support on both client and internal audit requirements)
Capability building – helps ensure proper transition & training of new hires & team members in Assigned markets.


Assist the Balance Sheet Accounting Team Leader (Operations Manager) in ensuring: Continuous improvement plans are in place and Compliance with SLA’s and Key Measurement targets.
Attend meetings and reporting for both internal and external clients.


Build subject matter expertise in operations service tower (i.e., payroll, compensation and benefits) by having high to medium level understanding of the operations delivery model and processes, Identifying the downstream impact to Balance Sheet Reconciliation.
Club Mix Superclub

Fields Avenue, Balibago, Angeles City, 

Pampanga

Senior Promoter- Marketing

July 2010- September 2010
The Mansion Superclub

Enclave, Friendship Highway, Angeles City, Pampanga

Junior Promoter- Marketing 

November 2009- May 2010

· Acts as liaison between guests and service staffs to ensure high quality of service is provided.

· Attends all matters concerning guest lists and table reservations.

· Interacts with guests to develop new clientele, establishes rapport to increase business.

· Provides guests to queries regarding club’s programs, events and promotions.

· Provides input for the planning and concept of events and marketing materials.

· Acts as the club official photographer.

· Promotes event sponsor’s product.

· Ensures all the marketing materials and online promotions are well circulated for the upcoming event.

Trainings Attended

· Finance Business Controls IBM, June 2012
· How to Calculate Gross Pay? IBM, September 2012 

· What is Payroll? Payroll Process Mastery IBM, September 2012

· US Export Regulations Basic IBM, November 2012

· Presentation Skills Full track IBM, Feb 5-6, 2013
· The Client Focused Employee IBM, March 2013
· Advanced Excel IBM, November 2014
Achievements

· Diosdado Macapagal Awardee Excellence in Leadership and Academics
· Franciso Uy Awardee Excellence in Leadership and Academics

· Diosdado Macapagal Awardee Excellence in Journalism

· High School Valedictorian

· Executional Excellence, 5th Asia HRSS Awards of Excellence July 2013

PESONAL DATA


Age : 24 years old
Date of Birth : September 28, 1991
Civil Status : Single
Nationality : Filipino
Height : 5’5”
Weight : 110 lbs
Languages Spoken : English, Tagalog
I hereby certify that the statements and information given herein are true and complete to the best of my
knowledge.
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