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SKILLS SUMMARY:
· NCIII Bookkeeping (National Certification from TESDA)
· Two(2) years and 11 months experience as  Junior Accountant and Cost Controller in a Restaurant Industry preparing Recipe card costing and Financial Statements(Profit & Loss, Balance Sheet and Statement of Cash flows)
· Sufficient Knowledge in QuickBooks Accounting Software, MYOB, Alliance,Peachtree and SAP;
· Four years’ experience as an Instructor of Accounting, Business, Entrepreneurship and Management subjects supervising a class of 35-50 students;

· One year experience as Chairman of the College of Business Administration Department supervising a faculty of twelve (12) teachers;
· Exceptional knowledge in Bookkeeping, Income Tax Computation and Payroll, Aging of Accounts Receivable, Bank Reconciliation, Auditing, Management Advisory Services, and other accounting related tasks;

· Excellent in Microsoft Word, Excel, Access, Publisher and PowerPoint, and Internet.

· Ability to multi-task;
· Strong analytical and interpersonal skills.

WORK EXPERIENCE(s):
Accounting, Management Instructor
Asian College of Technology 
International Educational Foundation
November 2011 – November 2015

JOB DESCRIPTION:

· Taught the following subjects: Basic Accounting on Service and Merchandising Business, Sole Proprietorship, Partnership   and Corporation Accounting, Taxation, Entrepreneurship, Accounting Software (QuickBooks), Economics,  Managerial Accounting, Principles of Management, Basic Finance, Financial Management and Fundamentals of Management;

· Designed and developed course syllabi;

· Monitored and reported student performance;

· Rendered community extension services undertaken by the college;

· Prepared, developed and maintained workbooks, manuals and other classroom materials; 

· Provide orientation and counseling to “advisee” students, as allocated.

· Maintain order in classrooms by effectively managing, motivating and engaging the students. 

Chairman, Department of Business Administration
Asian College of Technology

November 2014 – November 2015

JOB DESCRIPTION:
· Ensured the Department’s productivity in instruction and efficiency in service;

· Conducted  periodic review and update of the course syllabi and other instructional programs in the department;

· Reviewed the instructional materials and documents used or production in the Department;

· Assisted the Dean in the procurement and filing of records for course permits;

· Assisted the Dean in the review of existing curricular programs regularly and made suggestions for modifications or improvement;

· Initiated activities that maintained or improved the image of the College;

· Worked with the department heads to facilitate in the implementation of instructional programs or the conduct of College activities;
· Strengthened linkages with alumni/professional organizations/ societies and other institutions/ agencies.

       
Junior Accountant and Cost Controller

Cebu Country Farmers’ Market, Inc. – The Gustavian Restaurant 
December 2008 – November 2011 (Software: Prime/Alliance)
JOB DESCRIPTION:
· Prepared financial statements such as Balance sheet, Income Statement, and Statement of cash flows.  
· Conducted auditing task to actual invoices, sales reports and receipts against the system.

· Conducted auditing task to actual inventory against the system and submit recommendation.
· Conducted accounts payable and accounts receivable analysis and reconciliation.  
· Conceptualization, Implementation and Monitoring of project marketing plans;
· Prepared cost for Standard Recipe Cards. 
· Monitored and reviewed item cost to ensure proper posting to the system.  
· Ensured that all ingredients were properly cost. 
· Monitored and verified departmental cost and expenses if within the approved budget then analyzed variances.  
· Provide specific cost for processed item and conduct Price Reconciliation. Produce management reports for review and analysis.  
· Conduct Project Feasibility Study for the new outlet/branch. 

Project Finance & Sales Administrative Officer

Philippine Paramount Property Ventures, Inc. 
April 2007 – December 2008 (Software: QuickBooks/ Alliance) 
JOB DESCRIPTION:

· Assisted Business Development in the preparation of project feasibility studies.   
· Managed the Account Receivables/Credit & Collection.  
· Analyzed delinquent/past due accounts and Implemented systematic approach for collection efficiency.  
· Conducted Efficient Credit Investigation to have quality accounts.   
· Monitored and verified departmental Cost and Expenses if within the approved budget then analyzed variances.  
· Monitored cost co-efficient rate and Evaluates proposals for the standard financing packages from Business Development.  
· Implemented efficient cost control strategies.  
· Analyzed selling expense variances and Ensured prompt and fair administration of the broker/sales expense subsidy.

Working Scholar/Inventory In charge

University of Cebu Philippines – Mambaling Campus

November 2003 – March 2007 

JOB DESCRIPTION:
        -     Handled monthly (physical) inventory of property custodian stocks and supplies, and books and  

              manuals.

        -     Monitored of stocks and availability and ensures   proper storage of stocks.
        -     Assisted the purchasing officer in canvassing requested items from different departments.  
        -     Maintain the required grades for the working scholar.
        -     Performed other functions as may be assigned from my superior from time to time.
EDUCATIONAL ATTAINMENT:

Post Graduate Studies:

(2008- 2010)


Masters of Business Administration(MBA) 





University of Cebu





Colon Street, Cebu City, Philippines

College:

(2003-2007) 


Bachelor of Science in Commerce Major in Management Accounting
University of Cebu
Colon Street, Cebu City, Philippines
CERTIFICATIONS PASSED:

August 16, 2014

NCIII Bookkeeping (National Certification from TESDA)

October 2012                  
Certificate in Professional Education (CPE/DPE)
SEMINARS and TRAININGS ATTENDED:


May 2015


Trainer’s Training: OBE Course Design
May 23-24, 2014
   
Quickbooks Software Training: Train the Trainers Program
August 2014


Creativity and Innovation – Go Negosyo
November 2013


Research Capability Training Session

June 2013


Grammar and Writing Skills Enhancement
June 2013


Technology Enhancement Workshop

May 2013


Be Finally Smart - Facilitator

May 2013                     
Grammar and Writing Skills Enhancement held at ACT

            May 2013             
       
 Technology Enhancement Workshop Seminar held at ACT

May 2013


Basic First Aid Management Seminar      

April 2012


Syllabus Development

February 2010


Financial Accounting Refresher Course and IFRS Updates

February 2010


Management Accounting Refresher Course 
PERSONAL DATA:

Birthday



:  January 19, 1984
Birthplace



:  Gamao Narra Bayawan City, Negros Oriental Philippines
Civil Status



:  Married
Citizenship



:  Filipino

Religion



:  Roman Catholic

Height




:  5'3 1/2
Weight




:  61kg

Gender




:  Male

Personal Interest


:  Singing, sports – Basketball, Gym-Fitness center



