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	PERSONAL DATA
Age: 

29
Date of Birth: 

Sep 11, 1985

Gender: 

Female

Civil Status: 

Single

Height: 

149.9 cm

Weight: 

42 kg

Nationality: 

Filipino

WORK EXPERIENCE
I have been working for 5.2 year(s).
1.

Position: 

MRO Consultant 
Duration: 

Mar 2014 -  August 24 2014 (Project Based)
Company: 

Teleperformance (formerly Aegis People Support Inc.)  
Company Industry: 

BPO

Location 

Ayala Avenue, Corner Senator Gil Puyat Avenue, Makati City

Department: 

MRO-EXECUTIVE OPERATION

Job Description: 

United Energy (Australia).  Assigned in the transition of existing Manual Meter to Smart Meter.  Meter Exchanges with the use of SAP, CIS+ for the estimation of final reads.  In addition, Installation of AMI Meter (New Meter) to SAP. 
2.

Position: 

ACCOUNTS PAYABLE ADMINISTRATOR
Duration: 

Dec 2010 - Jul 2013 (2.6 yrs) 

Company: 

ERICSSON TELECOMMUNICATIONS, INC.

Company Industry: 

Others

Location 

MCKINLEY HILL, ONE WORLD SQUARE BUILDING, TAGUIG CITY

Department: 

ACCOUNTING - GLOBAL SHARED SERVICE

Job Description: 

The Accounts Payable Administrator handles invoices according to the Invoice-to- process and Specific Local Company legal requirements. 

• An Accounts Payable invoice administrator routinely process 
invoices at a high level of quality and accuracy within the region. Receive and verify invoices and requisitions for goods and services.
• Verify that transactions comply with financial policies and procedures.
• Verify the correctness of the supplier details in SAP using SAP Program (Systems, Applications and Products in Data Processing) to ensure an updated supplier information and accurate payee.
• Posts verified invoices according to the company specifics of each Local Company ensuring that the goods receipt equates the invoice received.
• Perform period-end closing activities as defined in the Invoice-to-pay process

3.

Position: 

ACCOUNTING CLERK
Duration: 

Mar 2009 - Sep 2010 (1.5 yrs) 

Company: 

Brent Hospital And Colleges Incorporated

Company Industry: 

HealthCare / Medical

Location 

R.T Lim Boulevard, Zamboanga City

Department: 

BUSINESS FINANCE

Job Description: 

• Compiles and sorts documents, such as invoices and checks, substantiating business transactions.

• Prepares requisitions of employees for office and routine supply purchases.
( Handling Petty Cash Fund )

• Assist with accounts payable in preparation of checks.

• Assist with payroll preparation.

4.

Position: 

MARKETING OFFICER
Duration: 

Apr 2008 - Feb 2009 (0.9 yrs) 

Company: 

PAPITOS FAMILY RESTAURANT

Company Industry: 

Food & Beverage / Catering / Restaurant

Location 

TUMAGA, ZAMBOANGA CITY

Department: 

Job Description: 

Marketing and advertising campaigns and see the budget for place advertisements or any restaurant promotional ideas and updating info’s for social Medias. In Addition, to ensure customer satisfaction by gathering customer feedback and coordinates with the management to meet customers additional needs.

EDUCATION
 

Highest Education

Education Level: 

Bachelor's / College Degree

Education Field: 

Commerce

Course: 

BACHELOR OF SCIENCE IN BUSINESS MANAGEMENT

School/University: 

ATENEO DE ZAMBOANGA UNIVERSITY

Location: 

ZAMBOANGA CITY

Date: 

Jun 2003 - Mar 2008
SKILLS
Skill
Yrs of Experience
Remarks
1.

SAP User (Systems, Applications and Products in Data Processing)

3

(Systems, Applications and Products in Data Processing) PROGRAM

2.

MS WORD, MS EXCEL, MS POWERPOINT

13

TRAININGS/SEMINARS
Date
Topic/Course Title
May 1, 2011- May 16, 2011 

- Invoice to Process Training - Readsoft Application Training - Intercompany Invoices Training - OCR/Workflow Training
Ericsson Telecommunication, Inc.
Mckinley hill, one world square 5th floor 

LANGUAGES SPOKEN
Language
Proficiency Level
(5=Excellent; 1=Poor)

1.

tagalog

5

2.

english

5

3.

spanish

3
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