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PROFILE: 
· GRADUATE OF MASTER IN MANAGEMENT MAJOR IN BUSINESS MANAGEMENT AND BACHELOR OF ARTS MAJOR IN MATHEMATICS
· WITH MORE THAN SEVEN (7) YEARS OF EXPERIENCE IN DUBAI, UAE IN THE FIELD OF OFFICE ADMINISTRATION; HUMAN RESOURCES AND ACCOUNTING
EDUCATION & QUALIFICATION
Graduate of Master in Management major in Business Management
Nueva Ecija University of Science and Technology 

Cabanatuan City, Philippines

Graduate of Bachelor of Arts Major in Mathematics
Divina Pastora College,

Gapan City, Philippines

EMPLOYMENT:
OFFICE ADMINISTRATOR
Kumho Engineering & Construction – Puerto Princesa Airport Project

Puerto Princesa City, Palawan, Philippines

June 02, 2014 to January 31, 2015 

Job Descriptions:
· Ensure general office administration. 
· Handle overall duties of Human Resource which include: recruitment & staffing; formulate and implement office policies and procedures; update and maintain staffs records; monitor staff’s attendance; processing of payroll; etc.
· Deal and arrange renewal of contracts with suppliers, service providers, courier, etc. (i.e. office/ accommodation rental, car rental) 
· Take care of reimbursement claims of personnel, viz proper checking of Travelling, Telephone/Mobile Phone bills, etc. Ensure control and timely payment of the same after approval of the competent authority. 
· Review the completeness and accuracy of all bills and statements of accounts from service providers, contractors, and suppliers and forward the same to Accounting Department for payment.

· Procurement and issue of stationery to various divisions and maintain their proper records and maintenance of sundry equipment like cars, mobile phone, telephone, etc. 
· Procurement and maintenance of office equipments/furniture/fixtures, and ensure their serviceability.
· Maintain proper record of company assets.
· Arrange flight, hotel booking of management, staffs and guests. 
· Handle Petty Cash Fund

· Filing of confidential documents
ASSISTANT ACCOUNTANT/ OFFICE ADMINISTRATOR/ SECRETARY
Kumho Engineering & Construction– UAE Branches
Dubai, United Arab Emirates

February 22, 2007 to April 30, 2014
Job Descriptions:
· Assist the Accounting Manager in managing the company's financial accounting, monitoring and reporting systems

· Producing accurate financial reports to specific deadlines

· Ensure that all financial transactions are properly recorded and entered into the computerized accounting system (Oracle).

· Ensure that bank statements are reconciled. 

· Establish and maintain supplier’s accounts

· Handle Petty Cash Fund

· Check and verify employees’ reimbursement of expenses

· Prepare Cheques/ Fund Transfer 
· Liaise with Bank officials for various transactions
· Compute Employees’ Salaries and Prepare WPS Salary Transfer 
· Handles Management and Employees records
· Assist with requirement of other offices in UAE

· Arrange Staffs Recruitment, Employees’ Visas & Medical Insurance, Office Insurance, travel and accommodation of Guest and Officers
· Assist in the Renewal of Trade License
· Act as Secretary to the General Manager

· Filing of office confidential documents 

· Other duties that maybe assigned from time to time.
ACCOUNTS ASSISTANT / TELLER/ CREDIT ASSISTANT 

Air Materiel Wing Savings & Loans Association, Inc. 
Quezon City, Philippines

October1999-January 2007
 Job Descriptions:
· Accept cash and check deposits, payment for loans and insurances
· Process withdrawal and refund transaction
· Prepare daily reconciliation of all cash and checks received
· Assess and accept loan applications
· Prepare Credit Assessment / Loan Vouchers and Loan Checks and release the same
· Prepare Daily, Monthly and Quarterly Abstract of Collection and Abstract of Payments reports
· Prepare Daily and Monthly Billing Reports 
· Prepare Yearly Budget Report
· Reconcile/ Adjust problematic accounts
· Accept application for Death Claims and Medical Claims
· Prepare request of Statement of Accounts/ Certification of Loan Balance/ Full Payment/ Non-Membership/ No Loan Obligation/ Certification of Deposits
· Prepare monthly request for replenishment of paid expenses
· Prepare Disbursement Vouchers (for check withdrawals, expenses, death claims, check overpayment, etc.) 
IMPORT / EXPORT STAFF / WAREHOUSE STAFF

Electronic Assemblies, Inc

Laguna, Philippines

January1996 – September1999

Job Descriptions:
· EXPORT:  Responsible for the preparation of all export documents required to ship out goods to foreign and local destination(s) and for coordinating with appointed forwarders to facilitate shipment of such.

· IMPORT:  Responsible for coordinating with the broker/forwarders and for the preparation of necessary import related documents required for the shipment of goods from foreign and local shipper

· WAREHOUSE MANAGEMENT STAFF:  
· Responsible for generating the Daily Material Status Report

· Responsible for receiving materials and ensure that all stocks are maintained in an orderly fashion

· Check delivery notes and orders against materials delivered 

· Update stocks inventory (outgoing and incoming) 

· Responsible for the preparation of the discrepancy report to be submitted to the supplier for the proper recording of materials received 

· File delivery related documents such as Invoice, Delivery Receipts, etc. 

Knowledge:

· MS Office

· Oracle Accounting System
· Can operate various office machines
Personal Information:

Gender: 
Female

Birthplace:
Gapan City, Nueva Ecija, Philippines

Civil Status:
Single

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