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	Objective


To find a suitable job within a reputable and well-established company that will utilize my full potential and active participation in its operations; projecting strong dedication and commitment towards its ideals and principles, en route for professional growth and maturity.

Working Experience:

Alpha Insurance & Surety Co., Inc.

October 2010 – October 2015
Accounting Staff 

Duties and Responsibilities

· Prepare Check  Voucher for approved claim,  utility bills, petty cash fund & commission fund replenishment ,salaries ,monthly contribution of all employees(SSS, PAG-IBIG & PHIL. HEALTH) and all other expenses and liabilities of the company
· Review the request for payments by checking the accuracy of all invoices and verifying all adequate supporting documentation attached
· Responsible for the computation of expanded withholding tax for claims and all utility bills
· Prepare accounting entries for petty cash fund replenishment

· Ensuring that all payments made are approved by VP finance 

· Monitoring of all cash advances made by employees and to make sure that are liquidated on given time
· Make sure that all due payment are paid on time 

· Handle all claimant and branch staff queries 
· Responsible for preparation of bank reconciliation statements on a monthly basis (7 banks)
· Maintain proper record of file bank statements, reports and other supporting documents
· Performs other accounting tasks under the instructions of Finance Manager
Educational Attainment

Far Eastern University

BSC Major in Internal Auditing

Nicanor St. Sampaloc, Manila

2006 - 2010

Bauan Technical High School

Bauan, Batangas

2002 - 2006

Balayong, Elementary School
Balayong, Bauan, Batangas
1996 – 2002

Seminar Attended


Money Museum Tour


Bangko Sentral ng Pilipinas

  


August 2007


Malate, Manila


Internal Auditing Lecture


Series 1& 2






September 2009


Feu Auditorium


Student Apprenticeship Program


Orientation Seminar





November 2009


FEU Auditorium

Summary of Qualification

· Computer literate. (MS word, excel and power point)

· With good communication skills
· Able to learn new things quickly in any environment

· Hardworking person

· Open to criticism 
Personal Information
Date of Birth
:
 June 27, 1990
Place of Birth
: 
Batangas City

Civil Status
: 
Single

Religion

: 
Roman Catholic


Citizenship
: 
Filipino




