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CURRICULUM  VITAE

ADDRESS: Bur Dubai,
Dubai, United Arab Emirates
	OBJECTIVES:                                                                                                                                               


· To work and be able to share my skills in your organization where I can utilize the knowledge and training I have obtained from my education, on the job training & work experience and eventually create more learning for success. 

· To utilize my extensive through performing the task satisfactory, functionally and eventually take part in the success of the company through contribution of ideas and effort for its advancement.

	SUMMARY OF QUALIFICATIONS:                                                                                                         


· Completed a Bachelor Degree of Science Major in Financial Management
· Competent in the use of standard Microsoft Applications (Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Internet Explorer)
· Familiar to use Record Reports & Update System (ASTREA)
· Good organizational skills and ability to work under pressure

· Highly competitive self-starter who is organized disciplined and goal-oriented

· Personable articulate and professional in both appearance and manner

· Driven to learn and apply new ideas and skills. 

· Enthusiastic, creative and willing to assume increase responsibility

· Unique ability to adapt quickly to challenges and changing environments

· Strong leadership qualities and team oriented

· Strong problem solving and analytical abilities

· Able to understand and communicate with a wide variety of people

· Able to investigate, identify and solve problems quickly and efficiently

· Can communicate effectively

· Can meet schedules and deadlines of the work area

· Active interest in maintaining personal technical skills and knowledge
· Dedicated, hardworking person with positive attitude

· Flexibility adapting to a wide variety of workplace

· A team player with proven ability to work on own initiative

· Ability to maintain good relations with colleagues.

	WORK EXPERIENCE:                                                                                                                                                                                                                                                          


WASTE & RESOURCES MANAGEMENT, INC
Cargohaus Bldg., NAIA Complex, Brgy. Vitalez, 
Paranaque City, Metro Manila, Philippines

July 1, 2011- August 29, 2015 

Position: Accounting Clerk
· Issue cheque for accounts payable

· Process bills payment

· Arrange for money to be delivered to the bank

· Input type vouchers, invoices, cheques, account statements, reports and other records

· Assist account executive in full set account

· Filing and updating weekly Ledger Account General, Debtors & Creditors

· Prepared Trial Balance, Balance Sheet and Profit & Loss account & Bank reconciliation.

· Issuing payment voucher and receipt

· Handling the petty cash expenditure daily

· Prepare monthly Purchases Reports by Vendor, Product and Group

· Handling incoming calls for the department.
· Managed Accounts payable, accounts receivable.

· Pre-audits, verifies, and processes employee expense claims

· Performed general office duties and administrative tasks

· Enters, updates, and/or retrieves accounting data from automated system

· Performs related work as assigned
	PROFFESIONAL DEVELOPMENT:                                                                                                                                               


Seminars / Training Attended:
Lakbay Aral 2010


Laoag – Vigan – Pagudpod

Ilocos Region, Philippines

August 19 – 21, 2010
Lina Group of Companies

Cargohaus Bldg. Brgy. Vitalez NAIA Complex,

Parañaque City, Metro Manila, Philippines
March 2010 – May 2010

Integrated Sangguniang Kabataan Organizational Leadership and Re-orientation Basic Orientation Seminar (ISKOLAR-BOS)

Grand Villa Resort and Butterfly Centre Bay Laguna, Philippines

October 20-22, 2008

	EDUCATION:                                                                                                                                                                                                        


Collegiate Education: Bachelor of Science Major in Finance Management

  Dr. Filemon C. Aguilar Memorial College of Las Pinas

  Golden Gate Subd., Talon 3, Las Pinas City, Philippines

  (2007-2011)

Secondary Education: Las Pinas National High School (Main)

   Tabon 1, Sultana Road, Las Pinas City, Philippines



   (2003-2007)

Primary Education
: Las Pinas Elementary School (Central) 






   P. Diego Cera Ave. E. Aldana, Las Pinas City, Philippines
     
   (1997-2003)
	PERSONAL DATA:                                                                                                                                              


Date of Birth           : December 04, 1990

Nationality  
: Filipino       

Religion  
           : Roman Catholic         



Languages Known: English & Filipino (Tagalog)
Visa Status 
: Visit Visa
Place of Birth
: Las Pinas City                             Sex  

: Female

Civil Status  
: Single  


  

I hereby certify that the above information are true and correct to the best of my knowledge.



          Applicant

